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| Worker Tralt Group Dlgest ' :" ’ R o :x_‘i-' .

'~ upon, which the entire Career Information System 1s based

i,

The Ca.reer In!ormatlon System Gulde is de81 ed tdrhelp students, teachers, and counselors
inthe use of the other Eareer Information Syste materials * Students can also’use the basic

- rei.'ere ¢ materials contained,in the guide as.’a textbook in conjunction, with'the Individualized , '

ties . for Ca.roer Exploratlon (IACE) bookle‘t The guide is divided into the following

-~
3

'Tourmg the Career Informatlon System - . : -

s

s section contains both general and detailed in.formation on the use of the Career
ation Syst j materials availablj in your school for career. exploratic(n

\. -4
. -
M

o
“~

.

Tlus section contains brief d\eséi tions of the 12 Career Areas and 66 Worker Trait Groups

-8
B ) o s

Y . L'y

Lo

- ﬂf'.-' Work Actlwty Desch -‘ S ‘i -

. All 'the tfasks performed by Workers in any occupation can be grouped mto ten basxc typesw S

of work act1vit1es ThlS section contams descnptrlons of the ten basm types of work act1v1ties

r

Work Aotlwty Worker Tralt Group Index B R S A

Tlus index contains a listing of the Worker Trait Groups related to»each type of work

L activ1ty ‘The index can be used ‘'to identify Worker Tra.it Groups related to work activit’y
© ‘preferences for further exploration *

: ) .F‘- ) . v'
. . . .

. S ) .- _ _o AR |

fﬁWork Srtuatron Descnptrons SR

The ‘work involved m any occupation takes place ﬁnder ‘certain 51tuations These situationSJ

~ place demands on the workers. Workers must adapt to the demands of the work situation if -
. they are to perform the work well. The work situations can be ‘grouped into ten basrc t(pes Thls .
- section: contains descrlptmns of the ten basi¢ typesi, of work su:uations

A
-

o Developed by Appalachia Educationa.l Laboratory, Inc and published by McKnight Publishing

Company - . [}
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-+~ Work Situation —"_Wo'r)!\er Trait Group Index ,

'5‘?‘%?l_.r:‘_'

i
i“):.'“/”“' % ' ' » ' it
]ﬁ%ﬁa&g {0 each type-of work situ-;
wpSrel¥ed to work situation prefer-
R S ; | "

'This lindex contains a listing of the ‘Worker Trait G
_-ation, The jndex can be used to idetitify Worker TraitiGh
ences for further exploration. s " -t
- ‘

Two .Career jIn.f_orma'ti,c")n~ Sirs'fé ) "=v»=m'atteria1:s, the '-Sc‘l'ool.Subjeét — Worker Trait Group

- - Chart and the School Subject — Occupation Index, are designed to help students identify occu-

pations .f#)'r:ex'ploratitm through interests and abilities-in school subjects. This section contains
. instructions on the use of these materials and a reduced copy of the School Subject — Worker/
Trait Group Chart itself. ' ' SR 4 o R .

| B T "( é T o
-_ 'Aptitucjlesn' B L A ¥ SR |
+*  'This section contains descriptions of the -_ﬁen- different types of aptitudes defined by.
the U..I_S‘. ‘Department of Labor. The clue&féllo Hng each aptitude description can be used to
* ‘make aptitude self-estimates. LT : Coe

i

';"q RUE :'_',;l'q‘a;‘ ’ _ I . o . f.. .
R Aptl/ude‘-_f‘WorI_(gr Trait Group Index ..~ = g S

Bnis index contains a l_ist’ihg;‘of the Rey‘fapt'i'tudes' ;andf ]‘evé'is- of these aptitudes’asSociatecf :
. wit}}' average - successful. performance for each Worker Trait_Group. This index can be used to-
" .t./ompare aptitude self-estimates with the key “aptitudes and levels of these aptitudes needed

for /each WorKer Trait Group. L : o

- -y-.V\’orke’rTrai‘t Group Keysort Deck Instructions . - - " L
| The Career Information System includes a Worker Trait Gronp Keysort Deck. It is a
_ manual system for locating occupational -information on a multi-variable basis. Students can
" use the Worker Trait Group Keysort Deck to identify Worker Trait Groups related to their

interests, abilities, work activity preferences, etc. This section contains instructions on the use
- of the Worker Trait Group Keysort Deck. \‘ ' . . '
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eer. exploration and decisxon—making should be based on mformatlon about yourself andj
the world of work. To obtain information about yourself, you. should examine your interests, .
abilities, and other personal traits, Information about the World of work is obtained fhrough

career information resources.. The Career Information System (CIS). in your school contains. .

all types of organized career 1nformatlon resources These resources are orgamzed to’ help you
. find information in two ways. e .

- ® On the basis of what you know about yourself
® On the basis ‘of what you know about occupations. ' ' LN
The CIS is structured around 12 Career Areas and 66 Groups. The Career Areas are based' -

. on peoples preferences for certain types of work and leisure- act1v1t1es "The Groups are occu-.

~ pational 'divisions. within the Areas. These groups of occupatlons are based upon the skills and

personal traits needed by workers. These areas and groups’ are also found in the Supplement to

- the Dictionary of Occupational Titles, published by the U. S. Department of Labor.

- To learn how you can use the CIS materials for career exploration, you can take a “Guided

‘Tour.” Your role as a tourist is to learn how all the, CIS mater:als ﬂt together and what they

contain.
The Tour contains both general and detailed 1nformm:10n about c1s materlals The general_

| information appears i boxes. The’ detailed information- follows each box.-As you tour the mate-
" _rials, stop at each box and read the general mformatlon It describes what the CIS material is

4

Q

_and why it is used. Read the detailed information following each box after you complete the
"Tour. You rnay also want to read it when you are ready to use the CIS. Now get ready- fol the-
ﬁrst stop on. the Tour, where you w111 vxew the chtionary of Occupatxonal Titles



e - STOPlDictlonaryof(lccupatlonal Titlesl(DOT)_""’:

- The Dictionary of Occupational Titles, published by the U.S. Department of .
+ -“Labor, contains descriptions of -thousands -of -occupations. These descriptions are- -
« .organized into, a structure called the Occupational Group Arrangement (OGA). The
'OGA is another method of-grouping occupations and should not be confused with the . . -
" 66 Groups. ST e o
-2 Each occupation in the DOT has been assigned a number to indicate the group to
. “which it belongs. This number i$@ nine-digit code unique to each occupation.. These -
- nine-digit codes organize the’ gc‘éuf)jaftipna}_ titles and descriptions in numetical sequence.
-- S E g mxaeLE < S
Occupatichal Title - Occupational Code
L . .. . ARC WECT . ~° 001.061-010 ' S
" To find an occupationalidés¢ription in the DOT, first use the Alphab tical Index
located in the back section. R¥fid the occupational title and note the nine-digit code.
.This code is used to find the!'page where the occupational description may be found.
Remember, this nine-digit code,is a sequence number in the OGA listing. S
The DQT is an important career information resource to uge in exploring.the
. world of work. It is the only sourcé where information can be found on all occupa- E
. tions. Although the desc_riptioh_sl-_ are only paragraphs, they contdin a lot of infor--

. mation. SR o
| GO TOSTOP2 -

L

' o ) o N o : -
~ How to Use the Dictionary of Occupational Titles (DOT) )
In the DOT, occupational descriptions are organized by the Qccupational Group Arrange-
ment (OGA). Occupations are organized into the OGA on the basis of products or services pro-
vided or the processes and materials used. There are nine Occupational Categories which have:
" the following code numbe_@df_names: - ' T o ) s :

: ® . P B . . “ ’
_ (1)} Professional, technical. and'manageriaél o_ccu'pation‘s' o
2 Clerical and sales occupations S
+ 3 Service occupations _ L L :
"4 Farming, fishery, forestry, and related occupations L
R 5 Processing occupations e T, L S )
o 6 Machine trades occupations o '
7 Bench work occupations
.8 Structural work occupations _ . o
I _ . 9 Miscellaneous occupations Y S
 The first three digits of the nine-digit D%T code represent the OGA. .= . - , P Py
. : ’ o/ E T N ) . . PR
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The ﬂrst diglt places the occupatmn ihto an Occupational Category The first-and second dlgit R
‘place it into a Division within the Category The first, second, and third dlgxts place it 1n1;o a
~ sub-division called a Group.
As an exarnple, the code for ARCHITECT is ‘001.061- 010 The first - digit, l) places thlS .
occupation ]tn Category 0/1. This category includes professmnal te_e’hmcal and managerial e
-occupatiors'in such flelds as art, science, law, and business. relations.
" When the-second digit, 0, is combined with the. first digit, 0, the occupatlon is placed in’’
" Division.'00. This Division is called “Occupations in Engineering and Architecture.” It mcludes.-
- . -w»o0ccupations concerned with the. practical use of the principles of architécture and engineering.
e When the third digit, 1; is combined with.the first two digits, the code 001, places the -
occupation. in ‘the Group 001. This Group is called “Architectural. Occupations.”. It mcludes
- occupations” concerned Wlth the deslgn and construction of bu11d1ngs and other structures or'ij-‘:
landscaping. - £ e
- The DOT conta1ns descrlptlons of the Categones, D1v1s10ns, and. Groups as well as descrip- W
tions of the thousands of occupations. The followmg example shows ‘the" descr1pt1ons‘ arrang_ed;_ B
m ‘the OC‘A sequence ' ) o ; o

o e
s

C i ’ : L T, * : o ' l' " A ">f".».- . .
0/1 PROFESSIONAL TECHNICAL AND MA'NAGERIAL OCCUPATIONS
’I‘lhs category mcludes =occupat10ns concemed Wlth the theoret1ca1 and practlcal
- aspects of such fields of human -endeavor as: architecture; engmeenng, mathemath'
physical sciences; ‘social” sciénces; medicine and-health; educatlon museum; - library and
archival sciences; law; theology; the . arts; recreatxon admxmstratlon spec1alt1es, and
‘management. A]so 1ncluded are occupatlons in support of scientists, engineers, and other
“specialized activities such as piloting -dircraft, operating radios; and directing the course
‘of ships. Most of these occupatxons requu-e “substantial educatlonal preparation, usually -
“at the umvers:ty, college, Jumor college, or techmcal mstltute level - -
o 'CATEGORY '-DESCR_IPTION - 00/01 OCCUPATIONS IN ENGINEERING
R C el ey - AND ARCHITECTURE © . ,
A T - “ . . This division includes occupations concerned W1th the-
| practlcal apphcatlon of physical laws and principles of
engineering and/or architecture for the: development and -
DIVISION DESCRIPTION———hutlhzatlon\ of machmes, materials, instruments, struc-.
S om R . tures, processes, and services. Typical spec1a11zat1ons are-
T ‘. .- - " . research, design, construct1on, testing, procurement, pro- -
ot duction, operations, and sales. Also includes. preparation .
f“'"' . of drawmgs _specifications, and cost- estlmates, and par-
o T L ‘t1c1pat10n in verification tests. .- \ Cer T
: EMC BT N . (Conhnuedcﬂ@xt page) C Ly L e

".‘(‘“'1 " K ) i g .. P . . v ' 5‘.
oL . . . . : . Ly N .



. 001 ARCHITECTURAL OCCUPATIONS .~ .
o ‘ R ~ _'This group includes occupations éor%ér-ned with the
~ GROUP DESCRIPTION-——= design and construction of buildings and related struc-

. oo ~tures, or landscaping, and/or floating structures, accord- -

‘ing-to aesthetic and-functional factors. S

ot LT 001,061-010  ARCHITECT (profess. & kin.) = . . - - ,
R Lo ‘ : , o Provides professional services in research, development, design, con-.-

" e

- “#ruction, alteration, or repalr of real property, such as private resi-

b

: i’-":}\: o ‘1_?‘ SOt e . dences, office buildings, theaters, puplic buildings, or factories:, Con- =~

sults with cllent to determine functional and spatial requirements and .

DN e o prepares information regarding design, specifications, materials, equip-:
' OGCU_PATiON DESCRIPTION—— ment, estimated costs, and bullding time, Plans layout of project and
I N .. 'Integrates engineering elements into unified design. Prepares scale and

K : A "full size.drawings and contract documents. for building contractors.

s ' Furnishes 'sample recommendations and shop drawing reviews to
S o Y~ client,-Assists cllent inZobtaining bids and awarding c@stxuctlon con-
o e . tracts; Supervises -adlmlnlstratiqn‘ of construction contracts and con= -
' : I ducts: periodlc onsite observation of work in progress; May prepare
SRR L : operating and maintenance manuals, studies,. and reports, _
' NOTE: .The code for —————» 001.061:014 " ARCHITECT, MARINE (profess. & kin) architect, naval;
B CTE - - T - ;. naval designer. N . L . :
C “Archltect',\Marl'ne"“ . ... . . Designs and oversees construction’ and repalr of-egxarine craft and
‘ ‘ : ' L floating structures, such as ships, barges, tugs, dredges, submarines
h_askthe. same fl[St» ' R l. - torpedoes, floats, and buoys. Stuales design proposals and -specif '
e|ght-d|g|ts'as o o ., establish basic characteristics of craft, such as - .
- ey i 1. ot T propulsion, armament, cargo, displa ;
‘digit shows the:- -~ - . = . tesyingof pro. * . . _ o | -

. r o w e ou .
sequence in this case. S o
) ] L . e e L ‘/‘.‘ o . - . - . ) . ) »
- In each-occupational description, you will find a wealth of information in condensed form..

_ Note that three types of titles are used-to identify an’occupation. The Main or Base Title is

the primary title under which -the ‘occupational description is listed. Following ‘this title are

“_ Alternate Titles or names:by which ‘the occupation is known in"différent parts of the country.
/. At theend of the description are-Undefined Related Titles. These titles are a specialization of ~ -
N ghe‘occupat"idn. The type of specialization is usually described by the title. T
... ¥ “The following example-is a typical- occupational description ‘marked to show its various'

.. Ninedigit =~ . Main or Base'; " Industry . -
-/ DOT Code "~ .- o Title . -~ Designation __ - -
L _--."I:...:"‘ . ,._{_ - "{."'.A‘,. ’ .. " o 1 .l N ‘ “ ’ ‘ .
. “096127-014 EXTENSION SERVICE SPECIALIST (gowﬂ_‘;;;_—; Alternate
i c T e .. cooperative extension advisor: specialist. T L. . .o
. .instructs extension workers and develops gpecialized service -activities . Title -
i in area of agriculture or home sconomids: Plans, -develops, organizes, T
.4 . dund evaluates training programs in subjects, such as home:manage- ’
R ment, hortlculture, and consumer ‘information. Prepares leaflets, pam-

. .phlets, and other material for use as training aids, Conducts classes to .
train extensiqn‘workers In specidlized flelds and In teaching techniques, . o
‘ * 7. Dellvers lectures’ to,commercial and ‘community organizations and over

e ., radlo and television to promote development of agricultural or domestic ]
’ £ . <% gkills. Analyzes research data and plans activities to coordinate services _ ..% N
oo el s with those. offered by other departments, agencles, and organizations. - Occupational
Sy gy May' be designated according to ‘field of “specialization .as AGRICUL-- e ge b
- Undefined . _TURAL-EXTENSION SPECIALIST (gov. sef.); Home' Economics - Description

. Related — SPECIALIST (gov. ger.). ' - - , L e L

Titles

The DOT .also contains an _“Alphabetical Index located in- the. back. This’ index contains a

T
"

-

.:‘

listing of occupational titles and their nine-digit codes. Base and Undefinéd Related Titles are

oin large letters and Alternate Titles are in small letters. .- 3§




ALPHABETICAL INDEX EXA?PLE

R

Base or Undef‘ ned Related T|tle _l ’ _ -"

o g ‘ - .: P

i ' . ] " ABALONE DIVER (tlsh) 448 664 010 SRR ’ ; ,
'A“ernate T|tle LR S —= able-bodled- senman (water trans) 911.364-010 -

When you want the descrlptlon for a speciﬁc occupatmnal title, turn to the Alphabetical
Index Locate the title in the listing and make ‘a note of the. nine-digit code. ste this code to.”

. locate ‘the occupational descmptlonJRemember, the descnptlons are in sequence by the nine- L
dlglt code, not by title R ST IR ‘;_ . ,

V2 B .

-«

STOP 2 Supplement to the chtlonary of Occupatlonal Tltles

PERERE The occupatlons ‘of the DOT are orgamzed in the Supplement by 1‘2 Career Areas

|, -and 66 Groups. Each Career Area has ‘been:titled and identified by a two-digit code,

B —.01 to 12.. A brief statement describes the type of interest the Career:Area represents..
Within' each Career . Area, occupations are organized into Groups. Each Group has .
been titled and identified by a four-digit code.. A’ description of the’ Group and-a listing S
of the occupations it' contains follow the Group title and code. These 66' Groups, are
further divided mto Subgroups. The Subgroups orgamze related occupatlons more‘ '

. speclﬁcally e
- Ared Codp —————— 01. ARTISTIG i T,
(2 digitsy . S T
A1 . - -+ Group COde" : -—01 01 L&teraryArts
- = . (4digits) : : .
r . o Subgroup Code —>0101 01 detmg , S
|.,;j{§'- TR (6 dlglts) 4. . .7 01.01-02 Creative Wrxtmg Coo
SRR SO . 01.01-03 Criticism "

o To identlfy a Group for an occupatlon ‘use the: Alphabet1ca1 Index at the back of .
" ““the Supplementl Locate the title, and note the' §1x-d1g1t Career, Area/ Group/Subgroup, o

. ‘Code. " - - o S
AU R " . . UEXAMPLE .. | SR
PESANIG EN CHEMICAL RESEARCH ENGINEER 008.061-22 (prof & kmd) 05. 01 ol Use tlus :

-]+ code to locate the page where the Group description. ¢idn ‘be found. The Career Areas_

- and Groups are in numerical sequence. At the end of each Grpup descrlptron is.a com-,.-
I plete list of occupations. listed by Subgroup. - ST
.. You can relate your interests and ab1ht1es to the Career Areas and Groups to ..
" explore d number of similar occupations at one timé, Tlxp main usé of the Supplement‘;
| -~ in. the CIS. is to obtain a full hstmg of occupatlons for each Group :

GOTOSTOP3 .

4. .

How to Use the Supplement to the chtlonary of Occupatlonal Tltles (DOT) .
The Supplement to the DOT has been de51gned»to aid you in occupatlonal exploratlon lead- B

-ing to education, trairing, and job placement. To help  you'relate your interests and abilities

. to occupations, the Department of Labor has identified 12 Career,Areas, Each of the.12 Career . -
Areas has been titled and 1dent1ﬁed by a. twoadlglt nurhber, rangmg from 01 to 12 '




A S

CAREER AREAS .

. 2 N e . .
9\ ‘AreaCode - Ares Title . Area Code AreaTitle . -
0L . ARTISTIC " "70o1 . BUSINESS DETAIL
02 - SCIENTIFIC 08  PERSUASIVE .
703 NATURE 09 - .ACCOMMODATING
04 ©' AUTHORITY 10 ... HUMANITARIAN
05 ' - MECHANICAL 11 -SOCIAL-BUSINESS = " .
06,  INDUSTRIAL. 12 PHYSICAL PERFORMING

s

The ;common interests people have in occupations are used to define each Career Area. For-
example, Career Area 01 is defined in- the following way: “This is an interest in creative -
expression of feelings or ideas.” S o R :

_»-Thg 12 Career Areas contain 66 Groups. Within each Career Area, similar occupations
- are organized intd” Groups. The Groups are generally arranged within each Career Area from

the highest to the:lowest level of aptitudes and skills. Each Group has been tjtled and identifled

by a four-digit number. Of these four digits, the first two represent the Careér Area Code.-The ‘
second two digits represent the position of a Group within an Area. All four digits make up -
the Group Code, as shown in the following example of the first Career Area. ' S

~ AREA CODE  'AREATITLE -
- L>o1 ARTISTIC «<—— .
-7 0LO1. Literary Arts ..

o -
Fg

‘)
i

01.02.
01.03
01.04
01.05
- 01.06

01.07

01.08

~ 'GROUP CODES ————>

B

T

‘Visual Arts :
- Performing Arts: Dram

Performing Arts: Music <€
Performing Arts: Dance
Technical Arts - g
Amusement

Modeling

GROUP TITLES

. "Each of the Group descriptions contains a summary of the occupations' common elements.
" . The summary describes.the work performed, clues for relating people to the occupations, sug-
gested training and methods of entry, and other factors to consider. :
These 66 Groups are further divided in Subgroups. The Subgroups help you identify impor- -
tant relationships amiong the oceupations ‘in the Group. In most cases, similar work performed
‘is the basiy -for’ the subgrouping. Each Subgroup is identifled by a title and six-digit number.
The first four digits represent the Area and Group Codes, while the last two digits represent

. the position of the Subgroup within the Group. All six digits make up the Subgroup Code.-

EXAMPLE
- : Titles -
‘Area Code : 01, . ARTISTIC .
©(2digits) . a |
" Group Code 01.01 Literary Arts = .
(4 digits) ' R R
Subgroup Code  01.01-01 _ Editing
(6 digits) 010102 ~ Creative Writing -
L 01.01.03  Criticism :

A complé’fé list of o'ccupationsfollo{vs‘
o list are ‘divided into various Subgroups.

ERIC

each Group des_c_:ripfion. The occupations within the -
b

s




Number - - Subgroup Title. - - Group Number " Group Title |

.04 o1<—l

Occu tlons in Safety and I.aw Enforcament_ A

Y T 040101~ Jobs In Menaging & Instructing.>* - . . ST

Occupational . "i6s.167.022 Fire Assistant (gov. ser.) L R
CQde——p 188.117-118 Pollce Commissioner I (gov. ser.) . ‘ Industrlal

-?_ ;DeSIgnatlon ._? B

o0 . R -188.167-062 ' Park Superintendent (gov. ser.) ,
e T oo . .872.187-010 Correction Officer, Head. ;gov ser)
G e PR © .. 872.167-014 'Guard, Ghief (any ind.)" N &
R e ‘ , .372.167-018 JaJler, Chlet (gov. ser.) o ,_—-
S s T, ~.' 873117-010 . Fire Chief (gov.ser.) -~ " .~ 077" R %
- S : 4 873.134-010  Fire Captain”(gov.ser) '~ - - ¥ R IR 2 -
_ 873.167-010 Battalion Chief (gov.:ser,) . S o :
e o ... .'873.167-014 ' Captain, Flre-Prevention Bureau (gov aer) . _ T '
LT T 878.167-018 Fire Marshal (any ind.): 1 N
. . - * 376.187-010 Manager, Internal Security (bus ser) (/( R
- oo .. ~376.167-010 Speclal Agent-In-Charge’ (r.r. trans.) .“ T
e o e e, 377.117-010¢ Sheriff, Deputy, Chiet (gov. ser.) ' N
.. " 7"817.187-010 Deputy Sherift, Commander; CiviL Dlvislon S
o= e Ty . (gov. ser)) -
R T LS 8T 137-014 -Deputy Sheriff, Commander, Crlmlnu.l and
o ty : Patrol. Dlvlslon (gov. ser.) ‘ .
PR 377137 018 'Deputy, Court (gov. ser,) Lo
o . .877. 187-010 Deputy“sh‘eSf, Chiet (spv ser) o

;<. 04.01.02 Jobs in Investigating " ~— ._Occupatlonal
a0 168 167—'010o Customs, Patrol Orﬁcer (gov ser) S Tltle

a' .
%
. . 1
. ,-a- .

".'.':"'A“ > .-.,' "“

C ;,"-‘-_'.. 7

SR
v . . _-,.y~_»l

If you want to find the Group to which a sp_emﬁc Qccupation belongs, use the Alphabetical '“o‘, :

i e kdex at the back of the Supplement, This mdex gives the. Gareer Area/Group/ Subgréup Code " -
e as well as the Occupatmnal Code The key in the follbwmg examp]e explains the title dxfferences ‘

oo v .*-&- 8 s "
g ; s : _
. ELE LI ° .o . . - -
1 [ . - - . .
‘._“ . -“ \
' \ . R ' a - o o . "
' [ > t, - e
o . L ' ST e e . Tooa )
.- C INDEX EXAMPLE - PR . KBY .

CHEMICAL RESEARCH ENGINEER 008.061-022 (praf & kin)’ 05.01. 01 ® Main or Base Title:

MICAL - STRENGTH TESTER 582.587-010 (textile), 06.03. 02 -+ . - all-capital letters. - \ .

CHEMICAL TEST ENGINEER 008.061-026 ( prof & kin) 05.01. 04 . ® Undefined Related
chemical weigher (DYE WEIGHER 550.684- (}14) 06.04.17 ., ’ Titles: beginning capital =
'CHEMIST 022.061-010 (prof & kin) 02.01.01 L . letters 'with Main Title -
Chemist, Analytical (CHEMIST 022.061- 010) 02,0101 _ ~ and Code.in’parei'itheses.. _
.. ehemist, biological (BIOCHEMIST 041.061-026) 02.02. 03 - @ Alternate Titles: all - _
\Chemist Clinical (BIOQCHEMIST 041.061-026) 02,0203 - .. .. l’ower case letters with _
ist, Enzymes (BIOCHEMIST 041.061-026). 02 02.03 ™ Main: Title and Code 1n [
- _ D 022.061-014 (prof & kin) 02.02.04 - . . .+ - pafentheses. T v -
e L . (CHEMIST, 022. 061 010) 02.01. Ql ' : : [ ] Note Main Titles are .
R ' 022.061-010)"02.01. .01 o . . theonesusedinCIS - . "
- s 0 mo4l 061-026) 02 0203+ . ' materials to locate :
“ UL - i - 'information.
LS L . . ' LT

- L . . . . \ ~ I ot . .
. . - . 4 . . .- . .
.. . N . 1 o .
T e - - W T N - - -
- ‘o - . . 1 . .o * . 9 L
N A -~ N . " L ) - . o

. e % ;



| STOP3 flllbhabéticall Card Filé".: |

The Alphabet1ca1 Card File contains an alphabetical listing of all of the occupa-

" tional titles in the CIS. It works like the card catalog in your school library. It gives .
you codes under which you can locate information about occupations. These codes
' represent the Career Areas and Groups in .the Supplement of the DOT. However, the. -
« | Groups will be called Worker Trait Groups (WTG) when used in the CIS materlals :

| . . These Worker Trait Groups, are more fully explained in STOP 7. ' '

~ The Alphabet1ca1 Card File can be used to locate a spec1ﬁc occupatlonal title, :
-the Career Area - WTG -number, as well as resources m the CIS c0nta1nmg mforma-'
~ tion about the occupation. -
o 60 T0 STOP 4

P

‘&

How to Use the Alphabetlcal Card F|Ie

The Alpha.betlcal Ca.rd File is easy to use. Just look up the title of an occupatlon you want
to explore The following illustration shows what-a: card looks like.
: y
/v\a‘lie, Sl’un L S 05.04-

- AREA-WTGH .

R TDOTMAINTITLE |
DOTCODE 197 1 [33- Oll _ ALTERNATE FILE CODE:

WIGFILE_ & - OOHp L7 coc: "
PO -SUPPLEMENTARYCODES: L ( - o .
REFERENGES

EXPERI ENCE HESOU RCES

. ‘ . < V .' i - o ) ‘
. . @ [y | O . . .
- . ‘, . / - °
A : s’

-

P

The Job t1t1e in the uppe1/ left(hand corner of.the card is the Main Title used in the DOT
.+ In the upper right-hand ‘eorner of the card is the Area - WTG number. All information is the
~ CIS about an occupational title can be found using this number. The n1ne-d1g1t number entered"
after “DOT Code” dlstingulshes the oceupation from all other occupations. It.is used to locate
the occupatnonal descrlptlon in the DOT The space -after “Alternate F11e Code” contams an .

15

oo




. . “ . . . . . . ! "K:-.

entr}\ only when the ﬁhng system bemg used has been adapted to the Worker Tra1t Group'
'» structure The'entry indicates where the nnformatlon can be found in the adapted system,

If there are occupational ;briefs on file, there.is'a checkmark after “WTG File.” If there
is' a reference fo# the occupation in.the Occupational, Outlook Handbook, there will be a - .
checkmark after “OOH.” EOC-stands for “Encyclopedm of Careers.” If there 1s mformatlon in
thé EOC on the occupation, there will. be a checkmark.' The. codes appearing’ after “Supple-
ary Cod ".are used to find information in the Supplementary Section of the File Con-
‘tent. Noteboo for aud10v1suals and bound materlals (They are explamed more- fuily m
"STOP 4.). -

If there is\ mfo;'matmn on the occupatlon in’ resources other’ than the OOH and the EOC_

codes ‘will be entered-in the space after “References.” Use these codes to find the references to . -

the occupatlon in: the Worker Trait Group Index to Occupational Information. (This index is -
descrlbed in Stop._ 6.) Codes entered in the space after ‘‘Experience Resources” 1dent1fy~ the
-types of experience' \avallable related to the occupation. If you know the type of experience. the

“.code stands for- and have an mterest in it, you can schedule. the experience with ‘the person N

- responsible. If you do mnot- know what the code stands for; look up the definition on the Experi- -
ence Resources divider: m ‘the Worker Trait Group Index to Occupational Information, You ﬂ
also gvish to see what experlences are availablé for other occupatlons belongmg to that W
Trait Group. These are located behind the Experlence Resources lelder m the Worker 'Trait
-Group .Index to Occupational Information.
. Also in the Alphabetncal Card File is another type of card Thzs card cross-references -
alternate or other titles to\t\he Main DOT Title and correct Career Area - WIG code The fol-
lowmg 1s an example of th1s card
t ‘.’\

, CHEC/(ER T R A
Ma:n S L ' Career Area-

DOTTitle —|— sgg (‘H/EF DRAFrER os. 03+—— WTG Code

STOP 4 Flle Content Notebook

W

: The File Content Notebook donftams a hst of the occupatmnal titles filed in your
- school's CIS. It is orgarfized by" the, 12 Career. Areas and 66 Worker Trait Groups.

The Notebook is used to determme 'the titles of occupational briefs and pamphlets_
that have been filed in the CIS. \

o TosTOP5

Lo G e
o y : N ‘ 11
Lol . , _ ‘ ' B § P
T 1-6. o



\_’ k Huw to U\elhe File Conteht Notebonk

The File Content Notebook works like a table of contents It is an. out11ne of what the
- CIS contains. It is organized by the Career Areas - Worker Trait Groups. The Notebook has a

divider for each of the 12 Career Areas and: 66 Worker Trait Groups. Behind each Area divider .-~

is‘a ‘sheet of paper conta1n1ng a list of omnibus materials. (These are briefs and pamphlets
- ;that contdin information about more than. one” occupation.) These materials are filed in -the -

- Vertical"File behind the approprlate Area divider. You .should check thls hst Ior,add1t1ona1 S

information on the ‘Area~WTG you are’ explorigg.

Behind each Group divider is'd form whicl¥ lists the: occupanonal t1t1es ‘for which’ there‘

is information in the CIS Look at the follow1ng sample form, then read the detailed explanatlon
.I'of each column : o ‘ u

4

. 02.02

",5-.5'cz'i;enli¥‘lc

DOTAreaTltle .' S '\g, Area - WTG Numbei .

L ﬁe, Scren ces
NI ¢ Worke.r Trait Group: Title

| ] . . . T . s e,

L i 4 : - Y LA . o e
Vertical | Alternate o S . | o

File . | . .File Supplementary : : - sy
Pieces - Code Gode [JOT Main T|t|e _ " | DOT Code-

b

R

L

' B

')ﬂ' | R Ahnmo.l. ScLen{'LS{' 040.061-014]

. Column 1: VERTICAL FILE PIECES In this column, a ta11y (-H—h‘) is kept of the number of

briefs that are filed in the Worker Trait Group Vertical File for each title. (The Vertical File"
is explained in STOP 5.) The 'tally shows you exactly how many p1eces of 1nforn;\}10n to look _

“for in the file. , »
Column 2: ALTERNATE FILE CODE. Th1s column contalns 1nformat1on when occupatlonal

‘materials have not been filed by Worker Trait Groups in the, Vertical File,. but are organized |,

"into a different filing system. If another filing system is. belng used at your school your teacher
or counselor will explaln it to. you _ _

. Column 3: SUPPLEMENTARY 'CODE. Supplementary (:odes are used to 1nd1cate the. presence ,
_of informationnot filed in the Vertical File. When this code appears- in the column, you should

~ turn.to the Supplemental Section in the back of the File Content Notebook. There you will find.
- the title of the material and its location. These resources- may be audiovisual or bound materials
which are stored in cabinefs/or on shelves. The supplementary codes are abbreviations of the
~ type of n’igaterial stored. A
' CODE EXAMPLE
Audiovisual Material

Av1,Av2,Av3

.Identifying Number 1 / '



. ‘o o o R : ‘\J I ‘ : )
y You can ﬂnd a full hst of these abbrev1atrons on the d1v1der for the Supplementary Sectlon
of the File, Content Notebook ER ‘ .

Column 4 DOT MAIN JOB TITLE Th]S column is used to. llSt the main job t1tle as it is-

Jfound in the DOT. Alternate and: Undeﬂned Related ‘Titles are not listed: The entries on - this

form are not in alphabetical order :or; anysxpartlcular sequence. As a new. piece of information A
o™ 1s added to- the file, the title*is listed or a tally mark is. made You should scan this column to ,,/
I see what t1tles are contained 1n the . CIS : . SR :

, ;
_ Column 5: DO'I‘ CODE. The code for each title conslsts of nine d1g1ts as explamed in STOP 1
Th1s code is used to locate} the occupatlonal descr1pt1on in the- DOT

‘ The Supplemental Section of the File Content Notebook has two D1v1510ns one I\)r audlo-

. visual materials and one for bound materials. The. printed form in each Division conta1ns a
‘list - of the availablé ud10v15ual or bound materials related to the Area-WorkUralt Groups '

" The purpose of this sedtjon-is to help you locate these thaterials in the CIS. Major. boungd sources

‘such as the Occupationa utlook Handhook and the Encyclopedla. of Careers are in a separate

Index (seeSTOP 6).. -~ .
. . . Look at the followmg exam‘ple of a form then read the detalled explanatlon of each
column ‘ oA : ST - ; /
? N "w . ‘cl. ° v - f’
N A ‘ - l - le
Y , 5 . .. !
e | ‘. EXAMPLE R
~ “Division Title/Code o ' -'
S R Y
| 5‘ Supp entary . L 4 ) _‘. ,‘ . - . ) _‘_ -( o . | . . -
w» - Cggle . - 'Fitle of Material - - _ t\, Locatuom_ _Area — WTG Number(s)
. . - ..'_ - . ,. ] R L .‘ .
Bd 1 |So YouWan{'t:obeaLauﬂeV .Shelf* 1o [1.04
:-s'i;’_, ! I g
L\/%\ . 2 ’ ' o -;' -

A‘f the top of the form you w1ll find the t1f:le of the D1vxs10n and 1ts

. Column 1: SUPPLEMENTARY CODE The Supplementary Code + 1s the abbrev1at10n of the -
~ division title such:as Bound and the-ldent1fy1ng number for the materlal eg, Bd 1, Bd 2, Bd 3.
""" The "bound resource would have the referénce‘«number on it and would be placed 1n &equence
with the number - 4 «' O B S e

Column 2: TITLE OF MATERIAL Th1s co'lumn is used to record the title of the audloV1sual ‘
or bound mater1a1 avaﬂable 1n the’ CIS Only ﬂf t1t1e of. the materlal is llsted

-l

) Column’ 3 LOCATZ[ON This- colu n is used to- 1nd’1cate (Jvhere the materlals are. stored such
. as jn a cabinet, on a reference sh f‘ ornmerthe hbrary . Dl o

" Column 4: AREA - WTG NLfM’BE' (S) The"’VV"I'G numbe;'(s) for the occupatlon(s) descrlbed :
.in the materjals are recordéd .inAhis, column ‘Materials de§cribing various occupations, will have
. more tham one number recopd ' here if g)é‘ occupatlons belong to dxfferent Worker Tralt Groups.

‘--l \f -
RLL ’.\,

v, . A . :' AP . ""_;, - - . . . 1 . . '
L . L LN S . - . i . E
SRR - ~ L . ; . . 13
. . B 7 . e -~ . B . )




| 5 / o STOP 5: Vertical Filg - PR v |

4

Briefs and pamphlets about.a single occupation are stored behind the divider |

of the Worker Trait Group to which the occupation belongs. To locate information in - { _. -
\'_-this File, use the Area/Worker Trait Group number. Pamphlets about occupations .1 -

|  belonging to more than one group in the Area (omnibus materials) may be filed |} .-
- behind the Area divider. R - o b
- ' G0OTO STOPS6 | .

' . . P |

| . | How to Use the Vertical File - s ,

. The Vertical File contains 12 Career Area file dividers and 66 Worker Trait Group file
" dividers. The purpose-of the Vertical File is to store o¢cupational briefs and pamphlets-about = ..
- . single occupations. These are placed behind the™Worker Trait Group file dividers. The Worker = -
' Trait Group dividers are in sequence by the Area - WTG number. You should use the File Con~ , e

tent Notebook before using the Vertical File. Look at the listing of occupations contained in -

the file. For any occupation pn which you want Ainformagi_bn,‘check the tally marks to see how i

many pieces are in the file. Pamphlets about occupations belonging to more than one group’in
_the Career Area.(omnibus materials) may be filed behind the Careér Area divider. = :

~

T Q-The following sample shows how file-dividers. would appear.in the Vertical File.
01.05 . Performing Arts: Dance | N

010% :Pérfdnnir_lg Arts: Musi¢ . |

N . ]
.01.03 Perforniing Arts: Drama.

_‘:01.02"Visual;f;rts 1. e ,

0101 Literary Arts.

oL ARTISTIC | . - .o

STOP 6: Worker Trait Group Index fo.Occupational Information o

" The Worker Trait G.":?I’ Indéex to Occupational Information contains information
R . on two types of resources. The flrst type is major occupational information resources
-  such as the Occupational Outlook Handbook (OOH) and the Encyclopedia of Careers
(EOC). Occupational titles contained in these resources have beén indexed to Worker
Trait. Groups. - LA Co
" The second type of resource is called Experience Resources. This is information
"about experiences that are available to you for learning about ‘occupations. Examples
“would be people employed in an occupation who ane willing to talk'with you, part-time-
work experiences where you could do related tasks or observe workers, or visits to
actual work sites. These resources are listed by *Worker Trait -Groups. However, you:.

“will need to schedule these experiences through the person responsible for the career
. resources. ‘ . ‘ _ : . o e
| S GO TO STOP 7 |

Q ’ - . ‘ M

L
.,




How t( Use the Worker Trart Group-lndex to Occupatronal Informatlon , |

This index contains several SECthHS represenflng different occupatlonal information re-

- sources. such as the Occupational Outlook Handbook (OOH), the Encyclopedia of Careers Sy
4\EOC), and the Vital Information for Education and Work (VIEW) _;n addition

- Experience Resources section T ‘; " b\
' (0]

Each resource section contains a hstlng of. occupatlons by rker Trait Group. The oceu- | |

o ‘patlonal titles are referenced to_ the approp;‘:ate resource puchatwn page, The purpose of this -

a
C .

index is to help you ﬁnd additional information related to the Worker Trait Groups you -are -

_ exploring: To use this ,1ndex, turn to the Area - WTG number in one of the sections ‘There you

will find a hstlng of occupations; the DOT code; and the resource page number. ' - - BN
"~ Look at_the. followmg sample of an index page for the Oocupatlonal Outlook Handhook-
“(OOH). sectio\rl Then' read the detalled explanatlon for each column g . -
o f " _' _ SAMPLE : " T
: - . . . ‘. ‘!é ) . .
Aroa-WTG - Area.- Worker \‘I'ralt’“ Group Title’ > -~ DOT OOH
No. ' DOT Title and OOH Title .- _ R Code i Page c
05 ME%ZANICAL L T ]
-05.0% .- ENGINEERING* = T . . N TR

-
-

. Aerdnautical Engineer . ... &L 002 061 014 329 R
OOH Title: Aerospace Englneer _.% '

+p - Architect ...t IR

)

!
001 061 010 6ot

Column L Area - W'I‘G No — these are the numbers 1dent1fy1ng the Career Area and the S
Worker Tralt Group These numbers are the same as those found in other CIS materlals '
Column 2. S
'@ Area Worker. Trait Group Tltle A when the word “NONE" appears in thls column, 1t -
. means that the*resource does mot contain any occupatlons for this. WTG .
@ ‘DOT Title — 'the occupational title as listed, and defined in the QOT - -’ S
‘® OOH Title - the ‘occupational title as used-in” the’OOH. - ‘ a

" Column 8. DOT Code — the nine-digit number used to classnjiy and organlze DO"I‘ Mam trtles .

Column 4. OOGH Page — the page number in the Occupatlo al Outlook Handbook‘ on whlch' -

~1{1formatlon about the job title is found.

‘The 1ndex also contains an Experience Resources section. ThlS section. conta1ns a hstmg-

% additional occupat10na1 information resources available to you. Thesé resources -include - .
_ workers, work. experience sites, and 'school clubs and activities. To use this hstmg, locate the

Experience Resources form behind the appropriate-seetion.divider: There are forms only for* '

_ those Worker Trait Groups for which experlences .are availahle. This form contains the ocetipa- .,

- tional_title and experience code. ‘This code is explarned on the Experience Resources section’ -
- divider.. Remember, to schedule these experlences, go through the. person respon51ble for.
- career resources. .

FRIC}]  such -as Work.Activities, Work Situations, and Aptitudes. s

STOP7 Worker Trart Group Gurde | T

~

This is the final stop on t -tour. The Worker T. it Group Guide is 51m11ar to
. -the Supplement to the Rictionary of.Occu pational Titles EJIST) However, the Worker
- Trait Group Guide exp%\ds upen the information.about 12..Career Areas and 66
Worker Trait Groups. "The guide has been e51gr1ed to be used with the access mate-
rials of the CIS such as checklists and ch ts. Use thé Worker ‘Trait Group Guide to
get information about the Career Areas ghd. Worker Trait Group. The Supplement
to the DOT should onIy be used to get full hstrng of the occupatlons belonglng to.
- each group. .
There .are two major sectxons 1n
Worker "Trait Group descriptions,
expand. upon the information contdined in.certain sections of the Worker-Trait Groups

is gulde In addltlon to ‘the" Career Area and
e - guide contains appendlces The"* appendices

'.20 » ”

it contams an.. -

e

. o



| W How to Use the Worker Trait Group.Guide -~ * A
“This guide can be used for exploration or t& gain a’ general understanding df the world

v

"ot work. The following descriptions and -examples explain in detail each sectign,contained in -
-~ “the Worker Trait Group Guide. L R T
Carter Areas. The Career Area descriptions-are gereral. overviews of what the Worker Trait
‘Groups Within each Career Area have in common: The Career Area description first states the
type of interest workers -in occupations belonging to’the Career ‘Area’ usually have. Follow- -
_ing the intérest statement is general information about the .Career Area such as work per-

| formed and job settinés.‘ Ejh description is identified -by ‘the two-digjt Career gl'ﬂea code and ..
.. itle. : o , o ‘ ' e

W - "ARTISTIC

r, _ . ,
- This is an |interest in cr_eaifive expression of fgelings |
“or ideas., Lo S _‘
You can satisfy this interest in several of ‘the creative | .

~ or performing arts fields. You may enjoy literature. Perhaps >
 writing or editing would satisfy you:'-You'may prefer to
work in the performing arts. You could direct or perfoent .|

in drama, 'Snusic, or dance. “You may enjoy the visual‘arts.
" You could find "ajob as a critic in painting, sculpture, or
ceramics. You may want to use your hands to create or | -
decorate prod‘ué:ts. You may also prefer to model or develop |
entertaining acts. o : o




Worker Tra.it Groups e.f : rker Trait Group descriptions contaln general mformatmn about

groups of - simifar occgpations The descriptions can provide an overview to help you identify

groups of occupations:to’ explore You can’ usf the other CIS matenals to obtain 1nformat10n*

- on specific occupations. - N

The  following Worker Trait Group descriptmn has been broken mto sect1ons to lllustrate":

; the different kxﬁds of mformatlon 1t contaxns

Py

.Worke'r-Trailt_GroLj’a:nur,nber ‘

“Indicates position of Worker Trait
Group within Career Area
(First)

Career Area code
A istic

therary arts 1nc1ude prose, poetry, and o : . .
-'drama Workers in this group write, edlt - : S o S .
‘analyze, or dlrect the productlon or pubh- L | ' :
cation of some type of literary art. Com-
~ panies which pubhsh books,.magazmesL
~ greeting cards, or “newspapers employ - -
‘workers in this group. Jobs in the literary
arts’are also found in the radio, “televi_sion,
~ and motion, picture industries. Some
o writers are self-employ:é and sell their

Brief general description of thd
Worker Trait Group's occupations
and work settings

. ‘ ) ' - ‘ .Q' . . Y
works to pubhshers S o I ' 4
) _WORK PERFORMED s
i " What would ‘you do as a worker in thls
group’ ' = : T

“You would express ¥our ideas through
General description of the work per-

roccupaﬁons the writing of others. You would perform

S ~one. or more of the followmg tasks.

. plays :
e Write copy for magazine, blllboard
radio or telev1smn advertlsmg

“Specific description: each task usual’
ly illustrates the.work performed in aj
different occupation '

_-programs, or for motion pictli_res; ‘

formed by the workers in the group of )= creative . wrltmg or you would work with

i Write short storres, poems, novels, or

e Write dialogue for radio or television




S _ the skill to perform, and the interest in domg most of the follow- -

‘A summary of the most.

important "skilis, abilities;

and ‘interests needed by |

| workers in the group to
pefform well. -

] WORKER REQUIREMENTS

What Skl“\_ ablhtlesr and mterests would help you succeed ln thls |

o

~ kind of work?
. To do this type of work you should have the abllity to learn,

in }tems Not all ltems are nnportant to every job
—> @ Express orlgmal 1deasf or 1nterpret ,t?he 1deas of others
. through wr1t1n%/ o s A

K4

. ® Analyze writings for form, style, plot; a}d artistie va.lue)
0 Know the rules of grammar and have a large vocabulary
& Edit or cr1t1que the writing of others.

° Create advertlsmg copy that wﬂl attract readers, v1ewers,

or hsteners C Yo _
e Plan and direct the work of a staff of wnters A '

-

CLUES P
DO you have or can you, develop these skllls, abilities, and
interests? . . . : : SR .

“

Your answers to the following questlons wﬂl help you dec1de

° Have you written book reports‘? Do you enJoy rev1ewing the
writing of others?:

1 A list of questions to

.| help you decide If you|.

have or can develop the
skills, abilities, and in-
terests related to -the

Your personal. exper-
lences can help "you

acters and situations that’ mterest and entertam others"

‘% . “

poetry" . : :
® Have you edlted or written feature artlcles for ‘a school
‘paper or yearbook" |

answer the questions.

® Have you played word games or solved crossword puzzles"
Do you have a large vocabulary?

e Have you written an original story‘? Can you create char-.

——-»0 Have you written poems‘? Do you enjoy readmg or wrltlng.
-} group of occupations.| |




- PREPARATION %

I R
v .

- 4 o ‘ X -
How can yeu prepare fOr and enter thls klnd or{ work"

J obs in this field reqmre extenswe wntmg experlence Workmg

in English and creatlve wrltmg develop 1mportant skills, Courses .
m art, music, or drama heélp critics in these ﬁelds gain 1 the needed

3 knowledge and background Edltmg ]obs requlre several years' o

of writing: expenence . - o -\ I

, Self-employed wrlters often use. hterary agents to help them
ﬁnd pubhshers Theg agents make suggeatlons about~wr1t1ng
topics and: style. Pubhshers may hire free-19r ce writers to write
--about a. certain sub]ect To be hired, wrlters should frequently

employers requ1re samples of pubhshed wrltlngs

submlt wrlting samples to magazines and other pubhshers Some :

..‘i,‘\

for the 'school newspaper or yearbook can help you gam writing
| expérience. Writing assignments in’ English “and ]ournahsm__' .
courses can also help you gain it.. Commumty colleges and uni-
vers1t1es oﬁer programs that help prepare for this work. Courses o

1The training and  ex-
‘|perience worker's need||
to enter- the occupations
in the group.

.

L OTHER CONSIDERATIONS

: such as proofreadmg Few newcomers are employecLas creatwe

What else should you know about these jbbs" ' - :
Most new workers in writing start with. routlne ass1gn§nents

wnters S N >

~T aq” o

SRR

C oA DRI .4"'_4 .

. -lyou would need to con-

Additional " information}]

sider

Q

QUALIFI TIONS PROFILE

The followmg 1nformat10n is a summary of the traits and
quahﬁcatmns related to ‘the workers in th1s group As you read .

“|the Worker Trait- Group

How to use the Qualifica{
tions - Profile section of

descrlptron . '

-l ity try to relate your own lnterests ab111t1es aptltudes, and prefer-

ences to these worker traits,

e

24..-

]
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[N L Lt . .
. m_/ -
. -

CH

] see Appendix A of the Worker Trall|
.. | Group Guide for detailed work actlvl '

WORK ACTIVITIES - - L

AT

Workers genera}lly prefer the followmg
- types of work act1v1t1es S

ty descriptlons

5, _Activities resultmg in recogmtlon or apprematmn from

others. -
6.- Activities mvolvmg‘ the commumcatmn of ldeas and

e information. -

-8 Actwntles involving creatwe thmkmg

M ;

-

Group Guide for detailed work snua
tion descnptlons .

See Appendi B of the Worker Trait T an
- 4 Dealing with people. = =

WORK SlTUA'I:I'ONS

Workers are w1111ng to adJust to the
‘ followmg types of work 51tuatlons
" 3. Planning and dlrectmg an ‘entire actwnty

-5, Influencing- peoples ODIHIUI'IS amtudes and 1udg
. ments. ‘

‘7. Making decisions using personal judgment ,

9. Interpretmg and expressmg feelmgs, ldeas, or facts

T ———

Group Guide for detailed information
-on worker functions

[Soe Appendix C of the Worker Tralt]

| ‘} t;ons workers perform when dealm_g with |

e

©

2

WORKER FUNCTIONS

“These may be the most difficult func- '

data, people, and things.

- Low_ Avg. High
DATA ﬁ [] W - Synthesizing
~_PEOPLE - 0O -g - Speakmg/Signalmg

THINGS = - [0 O - Handling .

o

Group Guide for detailed descrip
tions of the physical demands

See Appendix D of the Worker Tralll

‘PHYSICAL DEMANDS

following types of physmal activi

L3

Workers niust be able to- perfoyrzn ‘the

{

— S _Sedentary work.

5. “Talking and/or heanng
6 Seemg

(

25



s reasomng acquired through .schools, ex-

R six GED levels, ranging from the: most

ti 1.‘1 5

@~ General
V — Verbal -

learn) are related to the average success- - L

wonxme conmnous -
Workers need ta adjust to the followmg See Appendix-E of the orkeﬁ Tratt] |

»physmal surroundmgs and workmg con-\ | g;z:pof(fxéd;o:ﬁfn; ota i?,oggscrfé

ditions. - R e T . e - —

| Inside.. . S Y T

o SR B R o
~ 'APTITUDES ' o g

These levels of aptltudes (ablhty to i ..

Iful performance of  workers m thxs group *—‘

"See Appendix E of the Worker Trait| o]« . -
.Group Guide, for aptitude definitions |} .

Levels are rated on-a 5 tod scale. -
Apntudes L Levels‘- |

Low to ~ High
5.473 271
T 2-1

2-1"

[ T

| GENERAL EDUCATION . )
DEVELOPMENT (GED}’ s

n' GED is the general level of learnmg and'

N

perience, or self-dxrected study. There are

‘See Appendlx G bf the Worker;Trait
-_.:Group Guide for: the GED level’ deﬂnl

complex (6) to the: smplest (1). The fol- | ,' -’ |
lowing - .statement explams why these_‘ L
‘workers need. the GED level 5. g

" Workers apply logical thinking to express ldeas'through '
creative writing. They collect or interpret information. They

tions ¥

-

may use their*creative ability to edit or guide the work of
others. These: workers deal with abstract concepts”such

Specific description ilustrating the

“as styles and symbols. They also work with reference_

‘materials and typewriters. -

————————————— e —

Worker Trait Group GED level




L PREPARATION AND TRAINING

Workers usually gam the competencies-
' and credentials they need.to enter or ad-

vance to occupations in this group through
formal educatlon and. traming programs or
through work experlence S

Entry and Advancement Inform tlon

e E To- enter some occupatlons workers only need ﬁe‘ :

_ The followmg hlgh schooP courses are
- A-To advance to some oc‘cupatmns workers not on|y ‘

. need the requ&red competencies and credent|a|S“ ‘

requured competencles and credentials. -

I
..

but also re|ated work expenence

",Related Formal Tralnmg Programs L

_ Workers usually gain the competencxes .
= .jand credentials they need to. enter occu-

patmns in this group. in the followmg ways

C- Co||ege studles in Engllsh hterature or; compo
- sition. -

TT= Studles in Engllsh at the commumty co||egé |evel o
NFT Some occupatlons in this-group have no related-_..‘

o7 @ Music, *Drama. [ .

torma! educatlon or trammg programs. - .- ¢

EEAV
Tralnmg Tlme B

Occupatlons in thls group may require .
- from 2 years up to and over 10 years

(st 7, 8/@)

. r .

Related ngh School Level Courses

9N S

;’helpful in preparmg for the occupations C
: m thls group

- Im'b_ertant cburses

.. Courses requlred for entrance to post hlgh schoo! e

formal programs. -

. L?;lrlguage Skllls Lnterature Composmon IR &
K

Helpful Courses -

e

‘ . 'This section descrlbes the ditferent
Sy CoL 1 ways by which people can prepare for | .

T the group’s occupations. See Appen- . oo :"'
ooos o L | dix H for detailed intormatton




. 'l‘itles

T

R, CopyWite .

-+ OCCUPATIONS IN LITERARY ARTS
A o+ .- - ADOTcode

b ST 191067014
 Critic - ;o oL 131067018

© - Editor, Book - oy o 132067014 - o T

Editor, Film T - 962.264-010 B S e

" Editor, Publications . C 132.037-022 . S

- " EdHtorial Writer . S 1310678220 R e
- Playwright Coeee 0 131067038 0 o - o L
" Producer - ' - 187.167-174 vl .

- : \'lriur.l'rou Flctlon and Nonﬁcﬂon . 131067046 . A

. o / - S
‘Selected list of occupa- . T ’
tions: belonging to the | = » LT et . :
Worker Trait Group. Ad- | - - - These numbers indicate
_| .ditional .information. and- | - - - = the specific worker func-; | .
| @ complete listing of - S tions (data / people /| .
. thege: occupations may ey .+ | things) of.the occupa- |-
|. 7. |be found in the Dic- S+ . | tion. See*Appendix C of || .
< - I tlonary of Occupallonal o S0 ooy 0 Uy L the Worker. Trait Group .
: Titles (DOT) and its Sup- | '« - S Guide f__d"{_ITor efalls.. . - ”
‘plement. See Appendlx [ L \ . - o
.of the Worker Trait | . o e .
Group Guide for morein- |~ . . e, ; ‘ . ' _
formatton R Lo N ST
- . , .

e 'Worker Tmit Group Guide Appendices The append1ces contam detalled information concem--
| ing ‘the factors in the Qualification- Profite such as Aptltudes Work Activities, and Work Situ-

-ations. In: add1t1on, one of the appendlces explams how: to use the chtionary of Occupatlonal

. ‘ . . ' e . . R . R
'I=\ IR N ) . - Co. e : ot ) I
.
{-,
+ L
e -
N v
. » N
A N
‘ .
4 . ., .
' = . 4.




La,
e

:j.‘.,‘- ‘develop entertaining acts. - o

" 2" edit, -analyze, or di

. publishers: v

~

I ) -

' c ‘ . . ~,

S . ‘ o . . R . ) . ‘v ~n

: This is an interest in creative expression of feellngs or ideas.

"~ 'You can satisfy this interest in several of the creative or perforinihg arts flelds. You may

" enjoy literature. Perhaps writing or editing would satisfy you. You'fnay prefer to work in the

-performing arts. You could direct or perform in drama, music, or dance. You may enjoy the

o ;" visual arts.- You could-find a job as a critic or creator in-painting, sculpture, or ceramics. You

" may ‘want }o use your hands to create or decorate products. You may also prefer to model or

-
L=

o : - . . -

.0 s st --0101 LITERARY ARTS - -
;" ‘Literary’ arts inclide p

1l rose, poetry, and drama. Workers in this group write, -
‘ ‘direct the production - or-'publication of some type of literary art. "
- Companies which publish. ooks, magazines, greeting cards, or newspapers employ ]
» ;. workers in this group. Jobs:I  the literary arts are also found in the radiog, television, .

and motion. picture, industries. Some writers are self-employed and sell their work to- -

S . ¥isual ‘arts: include drawing, painting,. sculpture, ceramics, photography, and:

.desién."éa_\iertising agencies, printing and publishing firms, art schools; and depart-
.- ment stores employ visual artists.: Television and ‘motion picture studios and indus-

“trial firms -also ‘employ these workers. Some artists. are: self-employed. They ‘may

R ‘teach or may.-sell- their work themselves. or through an’ agent.. .

g
-, - LI , . i RIEIER .
B P . . . S AT 3
L P R L .- ; Foe s . . - L .
. . EEMN ‘ M . L LS .o
3 e R PO 1o ! *

7. - 0103, PERFORMING ARTS: DRAMA - - .-
5 Drana, as tised here, includes plays, musicals, readings, parffomimes, and similar -
.. performances. ‘Tasks in this group include performing, teaching; and directing.. Radio -~
©. _stations, television and motion: picture studios, and- theaters; employ workers in ‘this' . -

7" group, Schools and colleges'also employ some of these workers. - . - - T

' .'.‘

W& P 01047 PERFORMING ARTS: MUSIC - © |
- %% Music! s used: hete, includes ‘playing an :ihstrumert; singing, arranging, ‘and .
" composing. /Teaching- and .directing 'music-groups are also.included. Workers . in this -

" “fgroup’ can:'find ‘jobs..in theaters, :television. and radio" stations, concert "halls, or -
. wherever -music is. performed. Schools: and _colleges,  recording’ studios, ‘and music. - .- |

publishing companies ‘dlso employ “these ‘workers. - " .9 - i+ .0

T I o -

T E
- .. 0
. R



0105 PERFORMING ARTS DANCE - .

Dance, as .used- here, includes comeQng*\| performing, or te’achmg rhythnuc _ Lo
" body movements. Television and movie studios, theaters, and night clubs employ '
-workers 1n this group Schools and colleges may also employ these workers

T 0106 TECHNICAL AR]'S L ,' T

o Techmcal arts includes graphics, handcrafts and product decoration ‘Workers

~ In this group  use materials such as wood, stone, clay, metal, and gemstones. Indus-.

. tries such as printing and publishing, map making, taxidermy, and jewelry employ
these workers.. Companies making  furniture or ceramic tiles also have ]obs in tﬁis :
\-group Some workers are self-emplo{yetLand sell their own products C o

4. 0L07 AMUSEMENT

. Amusement as used here, includes- performmg an-act 'to entertain people in a-,i--"
_ -settmg 'such as a carnival.. Workers attract people’s attention by. shouting, gestunng,
& or wearing a costume, Carnivals street fairs, and a.musement parks often employ
'-_these workers. - . . . _ Lo .

01 os MODELING: =~ - - L e ,__--\\_/- o
Modeling involves appearing ‘before a camera or an audience with no speakmg [ g
. ‘assignment. Workers show how glothes and jewelry’look when worn, stand in for'
- movie performers, and pose for artists. Stores, motion picture studlos, _and artists
and photographers studios employ these workers ' v

02. SCIENTIFIC

- Th1s is an, interest in researching and collectmg data about the natural world and applying
. them to problems in medical, life, or physical sciences. . .
. “ You can satisfy this interest by working with the knowledge and processes mvolved in
. the séiences. You may enjoy to resear¢h and develop new knowledge in mathematics.: Perhaps ~ .
- -solving problems in the physical or life sciences would satisfy you. You may prefer to study - .
- medlcme and help Humans or animals. You could work. as a practitioner in the health field.
You may want to work with scientific equipment and procedures You could seek a JOb in
research or. testmg laboratories o

02 01 PHYSICAL SCIENCES

Physmal sciences are ‘based on mathematlcs, phys1cs and chemlstry Workers '
* . in this group research, ‘discover, ‘and .test new theories. Some” workers research new
- or improved.materials or processes for produétion and constructlon Other workers . .
'research such flelds as geology, astronomy, oceanography, and - computer science All - “
of the workers’ conclusions are based on-data that can be measured or.proved. '
Industries, government agencies, or large unlversmes employ most of these workers -
cin their research facillties ' . : L ‘ _ Y

Iy
4

0202° LFE SCIENCES

- Life sciences are’ the studies of plants and animals. Workers in thls group con-'

. duct research and expériments to expand knowledge about living organisms. Workers '
P -_.,may try to solve problems related to the effects of the.environment .on plant and -
© '’ animal life. They may study causes of diseases and methods of control. Hospita.ls ‘
ERIC - government agencies, industrles, or umvers1t1es usually ernploy these workers in their.

- ,research facihtxes n S . e




e .. 0203 MEDicAL SLiENCES

. R .

. ‘Medical 's_dencés involve the prevention, diagnosis, and treatment of human and |
w7 animal diseases, disorders, or injuries. Some workers in this group specialize in treat- *

ing specific kinds of illnesses or areas of the body. Doctors, dentists, veterinarians, -

~ ‘and other health, workers usually werk in hospitals. or clinfcs. .
. ¢ . 0204 LABORATORY TECHNOLOGY |
_Laboratory technology involves using -special equipment to perform tests in
~ chemistry, biclogy,- or physics. ‘Workers' in - this group record data’ obtained from .
- experiments and  tests. They.- help scientists,+ researchers, and engineers' in thelr - -
work., Hospitals, ‘government agencies! universities, and. private industries employ
- these workers in_ their research labs. = | S - - :
. g . T -
7 .. 7. 03 NATURE o |
: ‘This is an- interest in activities involving t’he.fphysical céré,of plants and g a.nimals, usually
" "in an outdoor setting.. . . - o L
" You can satisfy this interest by working in farming, forestry, fishing, and related fields.

mei‘ma_y like doing physical work outdoors, working on a farm. You may enjoy animals. Per-

«

-

B

haps training or taking care of animals would satisfy you. You may prefer to use your manage-
‘ment abilities. You could own; operate, or manage'farms or related businesses. or services. -
<« . ..+ 0301 MANRGERIAL WORK: NATURE :
. Managerial work: ‘nature is the managihg and directing of work in farming, .
~ lpgging, or forestry. It includes fish and animal .breeding, landscaping, and ranching. - -
- Some workers in this group own-and ‘operate, their own farms or related businesses.
Private dwners, large companies,-and the':ggvernm’ent- also employ workers in this
group. Managers:-often do physical work with the people’ they' direct. Job settings

a -

~ include farms, ranches, landscape . nurs__éazjigs; -fish hatcheries, and forests.-- -

SN

L .7..0302. GENERAL SUPERVISION: NATURE -~ E L
" General supervision: natute is overseeing several kinds of work in. farming, fish-
: _ing, or forestry:-Workers in this group usually work under a general manager. Job -
-+, settings include farms, ranches, landscape nurseries, fish hatcheries, forests; and fish-
. ingboats. S . . T

o . 7 0303 ANIMAL TRAINING AND CARE .
L * Animal training and care include the feeding and taking, care of animals used
- for .various purposes. Animals are trained to: entertain or be.of service to people.
" Many dogs, cats, birds, and fish are raised and sold as pets. Wild animals, marine
.-~ animals, horses, and dogs are trained to -perform or to race. Dogs are trained to lead"
" the blind or protect people -and. property. Small animals "are raised for medical
! research. Animal shelters, zoos, circuses, and pet shops employ workers in this
group. Race tracks, medical labs, marire ‘animal.shows, and animal training schools
‘also employ these workers. - . /o T S
Veterinarians and jobs related to the caring of farin animals are not included in

K this group.- =~ " - . L 31 e

B
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R T 04: ELEMENTAL WQRK NATURE

. Elemental work nature mvolves the) usé “of. physical strength and energy to do
thmgs With your hands. Work i in: this group of fjobs is usually done outside. These ]ObS ,
are found .on’ ‘farms; ﬂshmg boats; dr aflépng»pshmg waters. Workers 1n thxs group may‘ o
also. ﬁnd Jobs in forests, parks gardens, or nursenes '

= ,-'»"'J"',,:"""’- ‘- S

e 7- 04 AUTHORITY |

This is: an 1nterest in us1ng authonty ) protect people and property
_ You can’ $atlsfy this. interest by ‘working-in law enforcement, fire. ﬁghtlng, and related
ﬁelds You may enjoy mental challehge ahd intngue You' could investigate crimes or fires.
' You may. prefer to fight fires and respond to other ‘emergencies. You may want more routine
work: Perhaps a job .in; guarding-or patrolling- would satlsfy you. You may prefer to use your
+  management ablhty You cou.ld seek leadershlp positions 1n law, enforcement -and the protectlve

servwes . . : :

L

4

04 01 SAFETY AND LAW ENFORCEMENT

Safety and law enforcement is the enforcmg of rulés concermng pubhc welfare
and safety. Most jobs (n this group are in governmenf3services. Police departments, * -
fire depar_tmen_ts and 1lar agenc'ies employ many workers Bysinesses offer a few = \ .
job openings. L oo Eﬁ T . S

i)

SR 0402 secuam ssmncss £ o
Securlty services keep people and- property safe from unlawful acts or from such

“hazards as fires or accidents. Many jobs in this group are found in government ser-'
v1ce Hotels, stores, resorts, and 1ndustr1es ‘may: hire workers in thxs group L

) S e 5. MEGHANICAL
o ThlS is an mterest in applymg mechamcal pr1nc1p1es to. practlcal 51tuat10ns, usmg ma-
chmes, hand tools, or techniques. - - - .
."You can satisfy*this interest in a var;lety of work rangmg from rout1ne to complex pro- SR
' fess1onal JObS You: may enjoy working with ideas about things. You: could seek'a job in engi-
neering .or in a related technical fleld. You may prefer to deal directly: with thmgs "You could
. find a job in the. crafts and trades, building, ‘making, or repairing things. You miay like to drive -
'+ or operate-vehicles and special equlpment You may prefer routine or physmal work in settings
- other than factones Perhaps work in numng or constructlon would satlsfy you ! .

T o501 ENGINEERING ;
* Engineering is the use of science and mathematics to solve problems in c0nstruc-
tion, manufacturing, and other industries. Factories, constructlon companles, m1nes,
_ 011 ﬂelds, and research labs employ workers in 1§15 group L s S

byt . . 14

ooy




S 0502 MANAGERIAL WORK MECHANICAL - .

Managerial WOrk mechanical is the directing of technical operatlons in an ‘indus- |
" try, utility, or government agency. Jobs in this group afe found in such flelds as min-
mg, constructxon, communicatmns, manufacture, transportatlon, and fuel productlon

05 03 ENGINEERING TECHNOLOGY

‘ Engmeerlng technology is the technical detail work required to apply engxneer- '
~.ing-ideas. This work includes surveying, drafting, and engineering technology. It also-
includes controllmg the flow @matenals t 1t productlon schedules. Factories, _

. construction. companles arch1tects, enginegring ﬁrms, and research labs employ
“workers in thxs group /3‘1 : :

5 S | 04 AIR AND WATER VEHICLE OPEBATION
, Air a‘h@' water. vehicle operation is the moving of pa%engers or cargo by plane or
L sh1p ‘The workers included in this _group ‘pilot - airplanes ships or supervise others -
who. do. They work for shipping companies and commercial airlines. Compames and
people who 'have their. own. boats or a1rp1anes also hire these workers. Workers~ in

" this group travel to many ports or an:Forts in the world e v

<
05 05 CRAFT TECHNOLOGY

Craft technology is’ highly skllled custom hand and machme work reqmnng
mastery of "a process .or technique. “Food. preparation is also mcludéd in this group.
- Industries such as construction and printing employ - ‘workers ‘in this sgroup., Some
workers provide mechanical services to people and businesses, Large restaurants hire .
some of these workers to oversee food preparatlon S

N Do 05 06 sverle DPERATION | .
Systems operatlon is the control and care of equlpment 1n a mechamcal system.
‘The system ‘may .create and distribute electrxcxty, heat and cool a bullding, or treat

- . and dlstribute water.. Jobs in this group are” found in 011 ﬁelds, reﬁneries, utlhty
compames,, and large bulldmgs ; . - : :

Lo e 0507 QUALITY CONTROL

-

4 Quahty control is 1nspect1ng and: checking equlpment, materxals, and products
in settlngs other than factories. Work may involve measuring or testing raw mate- ,
terials to; check whether quahty standards aré met. Workers in this group are em-'
ployed in such settings as m1nes, loadmg docks, quarries, w;.trehousevs"5 011 ﬁelds, and
constructlon sxtes o S ‘ .

>

05 08 LAND VEHICLE OPERATION

do Railroad companies, trucking firms, and dehvery services employ workers«in this
- group. Companies which own and operate’ frexght carriers for their own use also hire

. : these workers Jobs in thls group are scattered throughout the country
Q T S ..

Land veh1c1e operators dr1ve freight hauhng veh1cles or superv1se others who . |



tools, Perhaps you may prefer to operate or ténd machi

i This is an interest in repet1t1ve, concrete, organlzed actlvities in a facto@ setting

05 09-.. MATERIALS CONTROL

| Materials control is the shipping, receiving, and storing pf materials and prod- .

. ucts. Workers count the products, keep records, ‘and make schedules to control. the -

flow of materials. Firms. which make, sell, dlstnbute, or receive large quantities of v
materials or products employ - these workers J obs m this. group are also found in. -

" hospitals and. government agencies . '

0510 smuen HAND AND MACHINE wom( TR

Skilled hand and machine work, .as used here, is custom work requirmg some'
- knowledge of processes and techmques Food preparation is also included in this group.

The construction and mining industries employ workers in this group. in settings

,;'
P

- 05. 11 EQUIPMEI!;]' OPERATIOI“?

Equlpment operation is the use of machmery for excavatmg, dr1111ng, pavmg,
-mmmg, hoistmg, or dredging. .
Jobs in this group are found in mimng and construction s1tes, factones, ware

houses, and docks _ Lo e

y

I3 12 ELEMENTAL WORK: MECHANICAL e

Elementai work mechanical is hftlng and - carrying materials, tools, and equlp-

machines. Workers in - this ‘group usually follow instructions and ‘make a few job

“-decisions. Jobs: in" this group are found in mimng, construction, and settings other .

than factories

{06 INDUSTRIAL

'+ other ‘than factories. Firms which repair, install, and maintain products also employ :
‘these workers Hotels and restaurants hire workers who prepare foods

. ment’ or keepxng equipment ‘and work areas 'clean. Some - workers operate . 51mple o

You can :sdtisfy this interest by working in numerous industries which manufacture.
goods on a mass production basis. You may enjoy manua‘l; work, using y lé; hands or. hand
t

es. You may li

o inspect,. sort,

count, or: weigh products. You may prefer to use your tralmng and experience to set up ma- _1 ,
'_chmes or supemse ‘other workers L , S ; S :

-~

,,, ' 0601 PRODUCTION TECHNOLOGY

_ Production technology involves a complex knowledge of a product or process to
set up and operate production machines. Workers 'in this group -also inspect. progd-
" ucts thoroughly, do precise hand work, and superwse less skilled workers. J obs in this
o group are: found m vanous mdustries mvolved in. manufacturmg and processmg

.o e o . .
ot LT . o
.o S .o . . . .

: o



.7 '0602 PRODUCTION WORK. . .

! Production \work is hand and machine.work requiring skills developed through
: trdining  and exNerience. Workers in this ‘group also perform a general inspection of
products and supervise production, workers. Jobs in this group are ‘found in manufac-
turing and processing plants. ' ' B B , ‘
_ ~ \
. . “"?\

| _ 06.03 PRODUCTION CONTROL o
~ Production control means’ to regulate -the quality of products’ and "materials. -
. Workers in this group inspect, test,” weigh, or sort produgts and materials. Some -

workers ‘alSo record data. Jobs in this group are found in Myanufacturing and- pro-
cessing plants. . - . y o SEO T - A &

06.04 -ELEMENTAL WORK: INDUSTRIAL

o Elemental' work: industrial is routine work requiring little training:or _éxperi‘-
" ence. Tasks include loading and unloading machines as well as using simple hand tools. - = -

JObS‘ in this- group are found in manufacturing and processing plants. .

| 07. BUSINESS DETAIL
~ This is an interest in activities .requiring accuracy and attention-;_to details, primarily in

an office. setting. SRR - = L
" You ean satisfy this interest in a wide variety of jobs in which you can attend to the details -

- of a business operation. You may enjoy using your math skills. Perhaps a job in billing, cobm-
-puting, or findncial record keeping would satisfy you. You may prefer to deal with people. You
“would seek a job in which you meet the public, talk on the telephone, or supervise other work-
 ers, You may like to.operate computer terminals, typewriters, or 'bookkeepiﬁg'machines. Per-

~ haps a job in record keeping, filing, or recording would satisfy you. You may prefer to use your’

" training and .experience to manage offices-and supervise other workers. .=

, 0701 ADMINISTRATIVE DETAIL - . o

- Administrative detail ‘is»techhiéal"cle‘rical i_v,o’rk requiring specfal skills and knowl-

-.edge. Workers in this group make minor decisions related to office operations. Jobs -

. in -this group are found in-the offices of businesses, industries, courts, and government
agencies. Doctors, lawyers, and other professionals also hire these Workgrs..

»

07.02 - MATHEMATICAL DETAIL A

Mathematical ‘detail is clerical: work using arithmetic: skills tolprocés,s‘numéri"lc'éll-*tj--' e

data related to a business operation. Work involves figuring and keeping records of: -
quantities, costs, and:charges. Jobs in this~group are found in businesses, industries, .
+ and government agencies.. Banks, finance companies, and accounting firms hire many -

, * .. of these workers. p , v . e
Q ‘ . . | - -.: o \ . '- . -. ) . .\.‘ ‘:l 1:}‘ - ’ . | o



SO 0703 FINANCIAL DETAIL
- Fxnancial detail is work requiring math skills as well as an ability to deal W1th ,
..the pubhc Workers in this group also keep regords and superVJSe the work of others.

Jobs .in this group. are found where money is paid to or received from the pubhc
Banks and other financial institutions also employ workers in this group , :

D —
| O7 04 INFORMATION PROCESSING SPEAKING

Informatlon processing, as used here, is speakmg with. people as a main ]Ob task
Some workers in this group use telephones, radios, or the-telegraph.. Businesses, insti-
tutions, and government agencies employ most of these workers in_ their offices.

0705 INFORMATION PROCESSING RECORDS

_ Informatlon prOCESSH‘lg, as used here, means to compile, rev1ew, or maintain -
. records Workers:in this group. also schedule workers and check records for accura—cy
J obs m this grou’p are found in most” oﬂices 1nst1tutlons, and government agencies.

RO .,‘.._

e 07.06 CLERICAL MACHINE OPERATION

. Clemcal machlne operatlon involves the use. of business machmes to record or .
process .data. These machines are utsed to type, sort, compute, send, or receive-data.
. These jobs are found wherever large amounts of’ data are processed, sent, or received. .
Busmesses, _1ndu,§tr1es and government agenmes employ most of . the workers 1n thlS'- ,

g“O“P

\

O707 CLERICAL HANDLING

Jobs in tl;ls group 1nvolve perform1ng ‘clerical dutles requmng httle specific .
preparatxon or skill. These duties are to file, sort, copy, route, or .deliver data. Most ©
large busmesses, mdustnes, and government agenc1es employ these workers.

08 PERSUASIIIE RN

- Th;s is an 1nterest in 1nﬂuenc1ng others through sales and promotmnal technlques

You can satisfy thi§ interest in a wide variety of sales jobs. You may enjoy selhng tech-""; i

nical products or services. Perhaps you may prefer a selling job. which requires less background
.." knowledge. You may enjoy dealing with business and industrial workers. You could seek a job
“in wholesale sales. You may - like to deal with the general public. You could work -in  stores,
sales oﬁﬁces or in customers hores. You may prefer to buy and sell products to make a proﬂt

08 01 SALES TECHNOLOGY

SR Sales technology is the selhng of technlcal eqmpment such as 1ndustr1a1 ma-
chmery Jobs also ‘include .the selling of insurance and services. Some workers.in
“this ‘group buy as well as sell. Wholesale, service, 1nsurance, and other prlvate ﬂrms
employ workers in thls group

31



08 02 GENERAL SALES

General sales are the selling of products or” services to businesses,- induStries, .
or persons,- Jobs in this group are found wherever there is contact with people for
_Ithe purpose of selhng Settlngs include retall and wholesale stores and busmesses .

0803 VENDING

) Aending is the peddling of inexpenswe items in pubhc bulldlngs at public gather- -
.mgs or on street corners. Most jobs are found in restaurants, clubs, .or sports arenas.

S

09 ACCOMMODATING

ThlS is ‘an mterest m caterlng to and serving the des1res of other\usually on a one-to-one. o
basis.
.~ - You can satisfy this interest_by. providing services for the convenience-. of others You
~may enjoy making others feel at-ease by providing hospltahty services. You may prefer to .
improve the appearance of others. Perhaps- workmg in the hair and beauty care field would
satisfy you. You may, like. 10. prov1de personal services such a§: takmg tlckets, carrying bag-
gage or ushermg B : .

- 09.01 HOSPITALITY SERVICES

Hospxtahty services help people feel at ease and enJoy themselves These services | -
‘ may involve planning and directing social events or guiding people through museums,
‘ ‘cities; or countries. ‘Airline, railroad, ship, and. escort companies, as well as resorts . -
‘-.“;and hotels employ workers in th1s group Jobs' also can be foimd in soclal clubs

--,-,,,-. e

09 02 BARBERING AND BEAUTY SERVICES

. Barbering and beauty services are intended to change or 1mprove personal

T appearance ‘Barbéring service includes haircuts, facial massages, scalp treatments,
.© ».and shaves. Beauty service includes ‘the care of skin and hair. Barber and beauty

- shops’, ernploy workers in this group Sorne workers own and operate the1r own- bu81- i
nesses., :

3 . x ' L ' T ‘—i._. .

09 03 - PASSENGER SERVICES o e -

Passenger services are the transportmg of people by bus, tax1, hmousme, or
other vehicle. The workers included ‘in this group drive such vehlcles or -instruct and.

o superv1se those who do. Taxi, bus; or street railway companies hire most workers in

- this: group. Some -workers" are employed by hOSpltalS Others work for branches o |
- local government such as- public schools

o ."'__ o, : -

o ouoa CUSTOMER SERVICES -

Customer services involve prov1d1ng people with various services in. commercial -
settings. Tasks usually include receiving payment’ aneL;nakmg change for -the ser-’
‘vices rendered.. Hotels, restaurants, resorts, and stores’ employ workers m this group

o Some of these ]Obs are fgund on board trams airplanes, and ‘ships.

3/




- 09.05 A'I'I'ENDANT SERIIICES e

Attendant services are tasks performed for the comfort and convemence of other
people. Attendant services take place in a vaglety of public and private settmgs These
.~ settings include hotels, restaurants, athletic clubs, gambling casjnos, reducing salons,
" cand pnvate hornes Airports, theaters, and sports arenas may employ these workers -

-

L o %;jm HUMANITARIAN'

- Thxs is.an interest in helping 1nd1viduals w1th their- ri;\ental spmtual soc1al physxcal or .
'vocatlonal concerns. ' :
“You can satisfy this 1nterest ‘through jobs in wl%h a concern for the. welfare of others is

1mportant Perhaps the spiritual or menfal well-being of others ¢oncerns you. You could seek a

. Job in religion or counselmg You may prefer to help others with physical problems..You
could work in the nursing, therapy, or rehabilitation fleld. You:may like to. provxde needed

_ but less diﬂ‘icult care by work1ng as an aide, orderly, or techmcxan ‘

: 3

< 1001 SOCIAL SERVICES

i - -Social services help people, either .one person at a tlene or in groups Workers in

' “this .group help people. solve both day-to-day and special problems. These problems
may ‘be related to a persons social, personal vocational, educational, or religious
development. Churches, schools, guidancé cénters, and mental clinics employ these
workers. Agencies such as welfare, employment vocatmnal rehablhtatlon and Juve-:' :
n11e court also offer jobs in th1s group -

b . .
Voo . 10. 02 NURSING AND THERAPY SERIIICES

"\

I“. .
‘( R “
L ’

Nursmg and therapy servzces mvolve canng for and treatlng people to. promote
their physical and emotional well-being. Most. workers in this. group .are concerned
. with ill and injured people They also care for and treat people with physxcal handi-
..caps. Some workers -train or supemse others engaged in the care and treatment of
patients. Hospitals, nursing- homes, and rehabilitation centers hire workers in “this
. group. Schools, industrial plants, doctors oﬁices, and private homes also oifer these '
- jobs R _ . ,

R C 10 03 CHILD AND ADULT CARE _

Chlld and adult care involves ass1st1ng in the. physxcal care or welfare of others '
Some \workers assist in-the éare and treatment of -the sick, injured,or physically .
handicapped. Other workers mainly care for young children or the elderly Hospitals,

clmlcs\ day care centers, and nursery schools hire workers in this group, Treatment
_centers for the handlcapped and prlvate homes also provxde JObS in this group

'\
11. SOCIAL BUSINESS

This is an mterest 1n leading and- znﬂuencmg others through act1v1t1es 1nvolvmg verbal'
or numerlcal\ abilities. -

You can satlsfy this interest" through study and work in a wide varlety of profess1ona1 B
fields. Ybu rnay enjoy the challenge and responsibility of leadersh1p “You could seek.work in -

1

adrmnlstratlon or management. You may prefer to work with technical details. You could find
a job in ﬁnance, law, social research, or public relations. You may like to heip others Iearn .

Perhaps workmg in educatlon would satisfy you 7 : . ,




—

A,

11 g MATHEMATICS AND STATISTICS

Mathematlcs and statisties involve working with numerlcal data and computer
systems Workers in this group apply theories in mathemagics to solve problems or
* conduct research. Colleges, firms, and government agencies’ which use computers or _
conduct statxst:cal research employ these workers . _ : o

11.02 EDUCATIONAL APAJ LIBRARY SERVICES

_ ‘ Educatxonal and llbrary services include teaching, counselmg, and lxbrary work
b Job settmgs are schools colleges, libraries, and other educatlonal agenc1es

S S 1103 SOCIAL RESEARCH B A
" Soc1al research is the. study and analysis of 1nformatlon about people and soc:etxes
_ This work may include researching past events and cultures or studying an solv1ng
current social problems, Museums, schools and colleges, government agencles, and® prl-_ o
vate research foundatlons employ workers in this group~

., ,' T

1104 we s e

Law, as used here, 1nvolves applymg ‘the knowledge of laws to adv1se people-and
bus1nesses on their rights and obligations. Workers in this group define the meaning.
of laws to use it in courts of law, hearings, and Business activities. Law firms, govern-

ment agencies, private businesses' employ these workers. Some workers may’ be “self-
' employed and have thelr own practlce Others may be elected or appomted to pubhc'
oﬁices : . : : ’\

3

R N 1} 05 BUSINESS ADMlNISTRATION f

Busxness admlmstratron is the management ofL a publlc agency or prlvate buS1-
‘ness. Workers in this group develop operating procedures, analyze ‘problems, and
supervise workers Businesses, industries, government agenc1es unlons, and profes-
sional groups employ these workers e :

. Finance involves the de51gn and “control bf financial records and. tk analysis
-of financial data. Workers in this group check | financial record keeplng syistems for
_accuracy and supervise the’ work. qf others.. Ba ks, loan companies, and -investment
firms employ these workers. Businesses, industrjes, colleges, and government agencles- -
also hire -these workers for the1r ﬁnanc1a1 serviges. :

: )

e .1107 samnces ADMlNlSTRATION

_ Serv1ces admmlstratlon is. the management “of agenc1es wh1ch prov1de health :
welfafe, education, or recreation services. Workers in this group usually supervise
, others who carry out the funchons of .a specific-service. “Schools, colleges, hospitals,
. pI‘lSOI‘lS communxty programs, and governrnent agencies employ these workers

o T SRR




i1 08 COMMUNICATIONS

Cou Communications include the writing, edltmg, and translatmg of nonﬁcti’onal
.. information. -Some workers :also read news reports on radio or. televi jlon : o
o Newspapers, publishing firms, and radio and telev1510n stations 'emproy these

- .workers' Busmesses, government agenc1es and professmnal groups usually prov1de
some opemngs : .. . '

\ ' i "‘ R B s .A - Co

¢ 1109 PROMOTION

oo Prornotlon 1nvolves advertlsmg products or h'wces, raising money, or influenc1ng
R 'the opiriions. of others. Some warkers in~this -group. deal directly with the public.
S .Advertlsmg agencies, businesses and mdustnes colleges, umons, professmnal groups,
T and govemment agenc1es employ these workers ' : '

T REGULATIONSféNFORCEMENT o

Regulatmns nforcement is the enforcmg of laws about ﬁnance, peoples mghts,, :
" health and safety, and similar matters. However, workers in this group are not part .
. of a police force These workers ‘examine procedures products and services to assure.
. that government regulations.are followed. Most JObS in this® group are fourrd in gov-
' ernment, agencies. Busmesses also h1re workers in this. group to enforce eompany
’_pohcres : AT , : I N '

LA~

-~

11 11 BUSINESS MANAGEMENT

Busmess management means to dn‘ect the activities of a eompany or a. store o \
~ Workers in this group earry out operating: policies and procedures -and supervise - . " .
/ others. All types of businesses employ these workers. These businesses mclude hotels, . .

" recreation centers, and stores as.well as transportatlon and service compames Some
government agenmes also hire these workers ‘

w2,

‘i CONTRACTS AND ELAIMS T

Contracts and clauns mclude negotlatmg contracts and 1nvest1gatmg clalms for - .
companies and people. Workers who negotiate contracts set up legally binding agree- = =
. ments between .buyers and sellers of services, _matenals, or products. Workers who =~~~
~ .investigate claimis ‘gather information to determine .the validity of- clalms Claims .
.-involve such thmgs -as -property damage or -personal injury. Insurance compames, ‘
'v":bookmg agencies,’ 1ndustr1es, bl.ISlIIESSES, and ggvernment agenc1es employ workers
‘ll;l thls group L : ) . _ :




L
- e .
IR

. This i§ an_‘int,e'r_é"s't ii‘lphysical activ1ties\perf0rmed before’ é'rl.;"éﬁdiépcé.l_

You can -satisfy. this interest through. jobs in- ath ’ |

N Jobs. in athletics, 'sports, and the peffdrinance of
- - physical-feats. You ‘

ou'may enjoy sports. Perhdps a.job as a:professional ‘player or official would

satisfy you.. You 'may prefer to develop. and .perfori .special -acts:such as acrobatics or wire

‘walking. L e e "\ A o

. ) . ._ K ., ) N :.. ::‘: Lo 4 . , 7-- - . . — '_.- . Hag
. %7101 SPORTS

w

oy e

. Sports ’iriéltiél'e'- éoti_lpétiﬁg "ir'i"v.'i)'rdfés:sional‘ athletic or-sporting events, coaching.

players and. officiating .games. .Jdbs.in this group are found in all’
These sports

- . tball,: golf, and
o S tr‘ac_k_-"w"." g K - e -

! . - “ Lo
L . N ) .
(] ;
.. . :
F

: - \ types of sports. . - -
‘includg horse racing, ngkey, football, baseball, baske

. 'Physical feats, as used here, are acts of special physical strengt _

.. entertain people. Workers in this group -may' perform alone. Circuses, carnivals, and
. ~ theaters hire these workers. Booking agents. oftén arrange performances and special
S .'eventS. . . o ‘.l‘r- ‘ - ‘ [ o = - ST . .

Y el o .

]

. R [
N . - ) . - .

h or skill which-

1202 PHVSIGAL FERTS . .. .



S o ':-7, .
Everyone prefers oertam types of activities These may be. leisure time aCtIVitLES or’ tas},ts a
_person does as part of his or her job. A person ’s preferences can be used to better unlg:tand e
~ ‘the world of work: To _explore occupations in terms of your likes and dislikes can you
. in your career dec1sion-making If you work m an occupation mvoivmg actmties you enjoy,
,,you a}e more likely to be satisfled. . :
o the tasks performed by workers in any occupatmn can be grouped into ten types of .
‘ work activitieh. You probably have had experiences doing: ‘these types of activities in both work
‘and lefsure sett1 s.' As you read the following titles and- descriptlons of the ten types of work’

S act1vities, try to ate them to your experlences, -

- R .« [

1. ACTIV'ITIES DEALING WITH THINGS
'~ “AND OBJECTS..
' Workers do phys1cal work with materials o
and proqlucts They of;én use mstruments'
tools machmes, or vehlcles ‘They may lift, _
pull,. and push. They may do more:’ coinplex‘ B
tasks ‘such as adjusting . and controlhng-'
-_thmgs. Also,l ‘workers may - use knowledge':'_,'.‘
and reasoning. 'sk111s to make Judgments and'

decisions. - ..
2, _}Aérvm:ss INVOLVING BUSINESS
: CONTACT. , ‘ BN

_ ations. They 'set up busmess contacts to sell,
“buy, talk, hsten, promote, ‘and - bargam To
_follow through -workers. gather, ‘exchange,

or semces S T e

42 £ m

Workers deal with others in "various situ- -

or present ideas and facts about the products



. _l| . LA e . Ve ‘ o o .‘,‘-

g -"AC'I‘IVITIES OF A ROUTINE
. . DEFINTTE, ‘ORGANIZED NATURE.

B -:3fmany times. These tasks: can often be done
in a short time. Workers are usually orga-

- time. In genera.l asmgnm(-—‘nts and methods :
- are’ set up in advance. The worker seldom .
: makes dec1sxons about the work

4 ACT];VITIES INVOLVING DIRECT ;
: PERSONAL CONTACT TO HELP oR

;“‘INSTRUCI‘“OTHERS :

" 'Workers help to ‘maintain or 1mprove the
physmal mental, emotlonal ‘or splrltual we]]-‘
being of others. Workers need to speak and
hsten wel] They may commumca,te" s1mple .
ideas. They may ‘also deal. with complex.'
-prmc1ples of human growth to teach tram,

- or. help others. Some workers may care for '
or tram ammals :

5. ACTIVITIES RESULTING IN :
RECOGNITION OR APPRECIATION .
~ FROM OTHERS, , I
' Workers may lead, plan, control or man- )
age the work .of others. Some workers may,-,
“be involved in acting, sports, -art, or music.-
As a result, they gam prestlge, recogmtlon, .
. ot appreciation from others.. In most cases,
. ‘workers \are involved: at a high level \mth"
: 'data and\people '

4.3

~Workers usually repeat the same _task e

' nized to get the most work done in the least o



6. ACTIVITIES INVOLVING' TH'E
" COMMUNICATION OF IDEAS

- AND ]NFORMATION, A

Workers present ideas ]

T s

1n‘formation "to‘_ o

7 ACI'IVITIES OF A SCIENTIFIC AND
i TECHNICAL 'NATURE. B | y
.~ Workers may conduct research and analy-
B ‘sis, eva]uate, explam, and record scientific

 nical ‘methods, mstruments and equlpment L
“in’ thelr work. - o ‘

' 8' ACTIVITIES INVOLVING;
CREATIVE THINKING. o
Workers use complex mental skllls to
create new knowledge or. new" ways ‘to apply
what is’ already known They “may solve
difficult problems or -design projects and o
' methods Workers may use new ‘ways to
express ideas, feehngs, and moods ‘They may
also use unagmatlon to create ideas and"

obJects 4 4

.I)- |

o information.. They may use scientific or tech-



: METHODS OR MACH]NES ,
. Workers may plé.n, séhedule, process, con-

. trol, direct -and evaluate ddta. and things.
~ There may be contact with people, but deal-
mg W1th people is not important to the work

o . L -
. .

y

R ]

) .ACI‘IV]fTIES INVOLVING WORKING ON
S OR PRODUCING THINGS. . A N

o Workers use physical skills to- work on or*

‘make products Often tools, machmes, or.

measuring devices are used to make or

- change a product ‘Workers. may bujld repalr,

i alter, or restore products




~ Work Activity — Worker Trait Group Index

3 e

The followmg is a list of the. ten types of work activities and the W-orker Trait roup

numbers of those groups relating to each activity '

“1. Activities Deallng with Things and Objects : T
- 01.06, 02.01, 02.02, 02.04, 03.01, 03.04, 05.01, 05.03, 05.04, 05.05, 05.06, 05.07, 05.08, 05.09,
05.10, 05.11,°05.12, 06. 01, 06.02, 06.03, 06.04, 07.02, 07.03, 07.06, 07.07, 09.04, 11.06

e Activities Involving Business Conta.ct _- -

01.07, 03.01, 04.01, 04.02, 05.01, 05.02, 05.09, 07.01, 07.02, 07.03, 07.04, 07.05, 08.01, 08.02, .

© 0803, 09.01, 09.02, 09.03, 09.04, 09.05, 10.03, 11.02,1%.04, 11.05, 11.06, 11.07, 11.08, 11.09,
- 1110, 1111, 1112'_..- S I

. - 8. Activities of a Rontine, Deﬂnite Organized Nahue L - : . T
= - 01,08, 03.03, 03.04, 04.02, 05.07, 05.08, 05.09, 05.10, 05.11 05. 12 06. 02 06.03, 06.04,.07.02, *
- - 07.03, 0704 0705 0706 0707 0803 0903 0904 0905 1003 S

PR N Activities Involving Direct Personal Contact to Help or Instruct Others :
‘ _0203 0303 10.01, 1002 10.03,’ 1102 13.07 : : :

5. Activities Resulting in Recognition or Apprecia.tion from Others . L
101.01, 01.03, 01.04, 01.05, 02.03, 03.02, 04.01, 05.02, 05.04, 07.01, 08.01, 09.01, 10.01, 11.02,
11. 04 11. 05 11 06, 11. 07 11.08, 11.09, 11.11, 11.12, 12.01, 12. 02

6. Activities Involvmg the Communica.tion of Ideas and Information R _ '
" 01.01, 01.02, 01.03, 01.04, 01.05, 01.07, 01.08, 02.01, 02.02, 03.03, 04.01, 04.02, 05.01, 05.02,
~ 07.01, 07.04, 07.05, 08.01; 08.02, 09.01, 10. 01 10. 02 11,01, 11 02, 11 03, 11.04, 11.05, 11:.06, -
T 11, 07 11 08 11.09, 11. 10 1112 .
_ oy
1 Activities of a Scientifi¢ and Technical ‘Nature =~ A
02 01, 02.02, 02 03, 02 04, 03.01, 05 01, 05.02, 05.03, 0801 10 02 11, 01 11.03, 11.06

8. Activities Involving Creative Thinking . * - AR |
'0101 01. 02 01,03, 01. 04 01.05, 02.01, 0202 05 01 09 02 1001 11 03 11.04'.

-9, 'Activities lnvolving Proeesses, Methods, or Machines - TE ' o
' 01.06, 02.04, 03.01, 03.02, 03.04, 05.01, 05.02, 05.03, 05.04, 05 05 05 06 05. 07 05 08, 05 09,
.05.10, 05. 11 05 12 06.01, 06. 02 06 03 06. 04 07. 02 07. 04 07. 06, 09.02, 09.03, 11. 01 11, 06 ,
12. 02 .

10. ‘Activities lnvolving Working on or Prodncing Things. )
- 0L, 0,6 03.01, 05.05, 05 10, 06.01, 06.02, 06.03, 06. 04




Work-Si‘tthion-Déso,rip,’,.f_!\?né o

LY bl
by

- “An important part ‘of ﬁndmg satlsfylng work is learnlng what kinds of work situatlons you -
like and which ‘you want to avoid. People differ_in their willingness- and/or ability to adapt'to, = ..
the demands of various-situations. There is a great variety -of . demands made upon workers '

- However, these demands can be grouped into ten types. of situations.
You probably have had experiences w1th these situations in-both work and lelsure settlngs

As- .you read the following titles . and descrxptlons of the t types of work situations, try to. -
' relate the,;n to your experiences . {l 4 o

¥

-8t

1 PERFORMING DUTLES WI-IICH o
CHANGE FREQUENTLY ' |
- Workers perform a varlety of dutles, often.- -k
_changing from one task to. another. The - |
. variety of duties requires workers 0 use. B
-different SklllS, knowledge, . and al 111t1es
They may need to use.different meth ds or
materials. They may also have to change. .
work locations. In changing: tasks, workers

o l-must be efficient and remain calm ‘

DeP’c"’

2, PERFORMING ROUTINE TASKS. |
' Workers do the same tasks over and over.. .
" They may. ‘not change the tasks or the order
. " in which they do thefh Work a551gnments
© + are of short *duration and follow a required -
\f.method or. sequence Very little Judgment is .
- reqmred A




‘ . . . i
I . .. . T . '
- . ) .- : N ;

3. PLANNING AND DIREcmNG AN

. . . ENTIRE ACTIVITY, -
- Workers plan, direct," or contro an- enﬁre

o ?act1v1ty, project, or program. As leaders, '

3 they coordmate, snpemse, -and are respon-

" -sible for the.work off" othei's They, make |
: -'demslons and keep up-to-date on new infor-"

L mzitljm about thelr work |

4 DEALINGWITHPEOPLE o

" WOrkers deal  directly with other people

. " They - -must mteract wlth people at a hlgher ‘

| - level than giving --or taklng mstructmns
_Workers must be- pleasant and helpful in
B thelr contacts w:th people

B N INFLUENCING PEOPLE’S OPINIONS
< ATTITUDES, AND JUDGMENTS.. .
Workers mﬂuence people by changmg their' -

| them. They. influence how people feel about .
| product a servme, or other people. This

mation or ldeas m a \ihrect r indirect way.
: NS
! N . - 'l "; ' n’l‘j'- H -t "

. Lt . . .
. : N B R RS LA R . ) . -
e .. s e . P -

| .thmkmg and behavmr Workers must be able
" to understand people and commumcate with -

influence is- achleved by proyising new infor- -



6 WORKING UNDER PRESSURE ‘_
" Workers deal with situations involving .
o ~7potent1al danger, and 'risk. Workers must’ 0\

" maintain self-controi and take decisive action | 2
 -in unexpected or critical 51tuat10ns They may

. also be involved with tasks, where speed and

close’ attention”to detail create pressure.-

\.

7. MAKING DECISIONS USING .~~~ |/
- PERSONAL JUDGMENT | .- | '; .

*7 five _physical. senses to. make decisions. No: : B
- standard or right answers ex1st upon which /
to base the decxslons They are based upon/,
the trammg, experlence, or. aesthetlc values

of tlie workers ) :

r.".

8 MAKING DECISIONS uSJ:NG I
" ‘STANDARDS THAT GAN BE
 MEASURED OR CHECKED. N
Workers make decisions based upon 1nfor-.
matlon ‘or. standards ‘that can be ‘measured
., OT ~ checked Facts and set procedures are
. used rather than personal Judgment

4,
v B ..'-.

[

. Workers use personal ]udgment and the , SN



9 INTERPRETING AND- EXPRESSING
FEELINGS 'IDEAS, OR FACTS: :
i Workers use creative thinking to mterpret’
and express feehngs, ideas, or facts Some
‘workers focus. on the -process they use ‘to
commumcate, such as speakmg, -singing, or 4
o acting. Others 'communicate through prod-
uets; ueh—asyhetegraphsrdes;gns,—songs,—op——-
: pamtmgs

/ . : B

o 10. WORKING WITHIN RECISE LIMITS = '
. OR STANDARDS OF ACCURACY. '
Workers must. pay strict attention to_

" details. Tasks must be completed with accu- ;
racy- within" exact standards or time limits. : x
The. quiality . ‘of - the product’ or service -is . U“
dlrectly related to. the performance of the’ o\ Ok
workers - o RRRERE-Y NN\
e ¢ - : ( S . 7 NS
EREE ) ) Sy f’\ ', o
. Lo



‘ numbers of those groups relating to each situatlon

" 1, ‘Performing Duties Which Change Frequently s
vooe .03.01, 03.02, 03.03, 03.04, 04.01, 05.01, 05.02, 05, 05 05.06, -07.01; '07.04, 09.01, 09.02,
| 10 02 10. 03 11 02, 11 03 11 04 ’11 05, 11 07 11 08, 1109,1110, "11_.11, 1112 s
——. P f | ) '-a o - :;_:-;.!'g'=_,'_,-':: s T T.
03.04, 06.02, 06.03, 06.04, 07. 02, 07.06 o o -
3 Planning and Directing an Entire Activity . A - R
~ 01.01, 01.02, 01.03, 01.04, 01.05, 03.01, 03.02, 04,01, 05.02, 05: 04, 0,5;06,{06'.01, 06.02;
10. 01 11 01 11 02 11 05 11 07 11 08, 11 09 11 10 11 11 11. 12 .‘ L ‘
) 4;‘-Dealing wlth People S ‘ ‘ | S
© . 01.01, 01.02; 01.03, 01.04, 01.05, 01. 07 01. 08 02 03, 03.01, _,03.02,03'.03, 04.01, 04.02,
05.02, 05.04, 05.09, 06.01, 06.02, 07.01, 07.03, 07.04,.07.05, 07.06, 08.01, 08.02, 08. 03,
- 09.02, 09. 03,°09.04, 09.05, 10.01, 10. .02, 10.03, 11. 02 11.03, ~11.04, 11.05, 5.11 06 11.07,
. 1109 1110 11.11, 1112 1201 . AT
5. Inﬂuencing People's Opinions, Attitudes, and Judgments
! »01 01 01 07, 08 01, 0802 0803 1109 1201 : ‘
X Working Under Pressure (- o _ ’
. 0401, 0402, 05.04, 12.01, 12. 02 ) W
N EX Ma.king Decisions Using Personal Judgment S .
.~ 01.01,-01.02, 01.03, 01.04, 01 .05, 01,06, 01.07, 02. 01, .02, 02 02 03, 03.01, _03 02, 03.03,
. 04,02, 05.01, 05.02; 05. 03, 05 04, 05.05,:05.07, '07.01, 08.01, 08.02, 09.01,.09.02, 09.03,
10.02, 10.03, 11. 01 11.02, 11 03, 11 04, 11. 05 11 06 11.07, 11 08, 11.09_,' 11.10, 11.11,
s 12011202 e e " o
' Making Decisions Uslng Sta.ndards That Can Be Mea.sured or Checked .
' 01.06, 02.01, 02.02, 02.03, 02. 04 108.01, 03.02, 03.03,:05.01, 05: 02, 05.03, 05-051/05;05,’
- 05.07, 05._08_, 05.09, 05.10, 05.11, 05.12, 06.01, 06. 02, 06.03, 07.01, 07.02, 07.03, 07.04,
07.06, 07.07, 08.01, 08.02, 09 02, 09. 03 '10.02, 10. 03 11.01, 11 03 11 04 11.05, 11.06,
11.10, 11 11, 11. 12 12, 01 ' _ .
. 9. Interpreting and Expressing H/]3'eelings;, Ideas, or’ Facts 7‘
s 01, 01 01. 02 01. 03 01, 04 01 05 01 07 01.08 . 3
10 ,'Working Withln Precise Limits -or Standardé of Accnmy o ¥ \ 3.
01.06, 02. 03,°02.04,; 05.03, 05.04, 05.05, 05.06, 05.07, 05.09, 05,10, 05 11, 05 12,{06.01

Work Situation — Workejr"'T_ro it'f(‘_:‘v‘_‘r“'oup.'ln deX .

e

The following is a list of the ten types of work situatlons

06.03, 06. 04 07.02, 07. 63 07.05, 07 06, 07. 07 09, 02 10 02, 10 03

a4

WJ '

and the Worker Traxt Group

16._01,: :

09.01,

S ",_-
05.01,

09.01, -
1108":.. :

“04.01,
1001,
1112,

05.06,
07.05,
11.08,



. SchoolSubjects

)

One way to identify occupations for exploration is through mterests and abilities in school »
. ‘subjects. In order to reIate what you like and do well in school-to what you might. 1like to-do

in occupations, you mustbe able to link the twe. The purpose of the School Subjeét < Worker - - 3

Trait: Group Chart is-to help you- quickly‘* identrfy school subjects or ‘Worker Trait. Groups
that are related. The information on the chart. is general.

‘ general subject areas such as language, math, and science, Although the. titles of the subjects

- may not be exactly the same"as the titles of the courses offered in: your school they can be-

. easilyrelated to your school's courses:

o the Career Area to which they belong. Yo

‘Across the top of the chart; the Wor'

-tions of the Worker Tra1t Groups.

- There are 56 rows of subjects and. 66 columns of Wl'orker Trait Groups. The rows and |

' columns cross, to: form a cell linking each subject with each Worker Trait Group If a subject

, " Directions .

and a: Worker Traxt Group are related the codes A or B appear in the cell
) ‘- , ~

l‘ I .-.2,__‘-_“_ .

[

To 1dentify the Worker ’I‘raxt Groups related to subjects you prefer, follow the rows of your

chosen subjects across the chart. The codes A or B appear in the columns of the Worker
“Trait Groups related to the subjects.

‘- To identify. the subjects related to the: Worker Trait Groups which interest you, follow the

columns of your chosen Worker Trait Groups down the chart. The codes AorB appear in N |

- the rows of the subjects related to the Worker Trait Groups

" Code Definitions

- Code A. The subject and. the Worker, Trait Group are dlrectly related The content, knowledge, '
“and skills taught in the subject are ‘essential to workers ‘in the group “of occupations. o
“Code B. The subject and the Worker. Trait- Group are indirectly related. The knowledge and

skills taught in the subject are helptnl to workers m this group of occupations

\ o . 54

The, chart -does not identify ithe
- specific degree ‘of relationship. All of the occupations in a Worker Trait Group do not neces- E
... sarily relate to a school subject '

. On ea¢h side of the- chart there is'a hsting of 56 school subjects. These are grouped into :

Trait Group titles. and numbers are llsted under.

‘can read brief descriptions of the Worker Trait -
~ Groups in Appendix B of this text. Use the Worker Trait Gronp Guide to obtain full descrlp- :



SCHOOL SUBJECT -
WORKER TRAIT GROUP

CHART

Ll

Is

Woodwogking

DIRECTIONS . : g c (g . .% E- 3 1
o ‘ i alsle RHEHAHRRERE o Lel 8L 113
L To wdentily 1 Worker Traut Groups rolated to aublects you pedter, ) g ] g Bl=lz L2 g o .8’ § 2 5ic S 2 14
"+ ftollaw the rows of your choxen subjacts scross the chart, The codas A SlE 8 @ " o]Z|o B2 2 = E Q ‘8 g © Bl % ° < g
;< or B appearin the columns of 1he Warker Trait Groups telatad 10 the slwla ) e I B ‘g g e 8 l& x5 __&-—3 =21 18 ° Z|m P £ >|=ly
> Joublects., giziglal- 2] lelglelz|elEtz o] (elelSlElE s (ol 2[R 8518|355
o - . of IERRIE | 12982 8l 218 2 o5 21215 8 8 BI012 2 =013
2. To idenlity-the subjects ralated 10 the Worker Trai Groups which 1<|£iglclelw gtol2|slels -':“l 2 E o el E 5 52 SlE|2|s|5i= _8_ &6 ®
.- inlérest you, tollow the columns 6f your chosen Worker Trait Groups >|<|E|E|E :g o|S|815|8|s e =15 ‘;-E FA A R Al = A ] B FA P ] R e
- down the chart, ‘IHQCQdeuAOIBapuaurlnthorowsolmnsub]ecl: g- 5l5[818|E 9 § 3|85 _‘8‘ SREEIEEE E|@|& g:- 2= 3 E e E‘§ § -§ E
“telated 10 the Worker Tran Groups, . “ BERERRBEEEE BEEE EREE A EEEME AR R B EE R A
m:mw:::mﬂmmm:mnwunuunln: |3 o (= b [ fis ] B 2 0] =] (7] 77 [rvj = u:& O N |04 25 w0 |w oo, |w
zjal(sl8l85 (8 s |88z [olsis|3|a 8 le 881 18181518182 =55 |218(8
- SCHOOL SUBJECTS 5 5555555%8888888388888888‘8‘388888884
1 Language Skills . o~ 1A " R 1 B & .
2 Literature 1B il " 4L ‘
Lcngu‘ogze.; 3 Corr oiosition A [}
4 Speech v -
5 Forergnlangiages
o 6 Bas.c Math Skills !
- Math ! Algcbra / Geometry. B B Al
8 Advanced Math B[BiB[B 1A
T ‘ — 1 9 Bological Sciences AlalB
R Sl 10 Chemistry _ 1BiB|B|A 1a
1ol - Sclence ~ §11 Physics ‘ Al [B|B Al -
K E 12 EarlhlSpaceScnences A : 11
) g o 13 Hu;lory. : -
' e . J14 Gdvernment
_ 6 SoclolStuc’.ille; 15 Socialogy-
<. } 16 Geography = - ‘. .
) Heclthand - §17 Health - : .
Physical Educalion § 18 Physical! Educauon «1B
i : . |19 StudioAris and Crafts N ‘ .
Art . ~ J20 Drama 11 |l
21 Music -
22 Manutaciuring - B|B[B| B Bl |B
: . 23 ProductServices . B B 8] |B
" industrial |24 Transportation ' 8| .|8[slB B
Arts - 25.Conslructlion T, Bl I8l |B 1§ 18]
- ' §26 Communications -IBiB|B| [B B| |B
27 Energy! Power Systems B 1. 18 Bl -8B
28 Consumer and Homemaknng 8 B] |B
- H ~ 7 Q29 ChildCare i - -
Eco:;nn?lcs 430 Food.Mana@_menl __ A 1Al
- 31 Clothing, Textiles. Home Furnishings ‘ A
32 Institutional & Home Management :
~ -+ ¥33 Agriculturat Production AAIAIA
Agrlcullure 34 Agricuitural Services . AlA]l |A
. .. 135 Mechanits ‘ ot - [A}L A 1A
_ Dlsltlbuilve 2(.3, (Sssrr:’tlaézlsMerchandusmg & Markelmg
Educ_gtpn 38 Finances
: o 439 Medical- DenlalTechnology
" :f Heaith a0 NursingCare
. RZ1 41 Accounting
o] 1 Ofﬂ o 42 General Clerieql
: '2 . .‘c 43 Secretarial & Typing .
.. 44 DataProcessing
8 a5 A|rCondll|onlng&Refngeranon A
> 46 Appliance Repair / Small Engine Repair 4 \ A 1A
47 Aulomotive Services gndDiesel -+ - f - Al A
J48 OommercialArlIPhoﬁaphy/GraphncArt A A _|A}:
|49‘ Canstructienand M nlenance A “{A| |A
Technlcal and | 50 _Drafting - :
Industrial 51 EIeclrlcaI.'EIeclmmc A —1al | 4al
I'52 Metalworking - . - A “|A] _lAa]AjAlA|A
o ¥ 53 Personal Services . 1
g - 54 Quantity Food Al 1Al (Al Al |2
MC 55 Textile / Leather / Upholslering “|Al - T E AJAlA
: A Al- {A

-
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CODE DEFINITIONS e

PR

Code A." The subject and the Worker Trail Group aro directiy rolated. The ',
© contont. knowledge. and skilla taught in tho subject are essen.
tlallo workers in the graup ot occupations. :

ultCare

- 8

Code B. The subjoct.and the Warker Trait Ginup ara Indiracily ralated.
The knowledgo and skills taught in'the subjesl aro helpiul
workers in this group ot accupations. ..

09.02 Barheringand Beauty Services

09.03-Passenger Services

11.02 . Educational and Library Services
11.03 Sociai Research

10.02" Nursing and gherapy Services
11.04 Law

07.06 Clerical Machine Operation
10.03 Chid

07.07 Clesical Handling
11.01 Mathematics and Statistics
11.05 Basiness Administration

11.06 Finance
11.12 Coniracts andClaims -

07.02 Mathematical Detail
07.03 Financizl Detail
09.04 Customer Services
09.05 "Altendant Services .
10.01 Social Services
11.08 Communications
11.09 Promotion-

12.01 Sports

12.02 Physical Feals

08.03 Vending-

SCHOOL SU BJECTS

@] 11.07 Services Administration”
w [ 11.10 Regulations Enforcement
mwf 11.11 Business Management

w]07.01 Administrative Detail -
‘o 08.02 GeneraiSales ~ *
m f 09.01 Hospitality Services

m
@
@
@
0]

'Language Skills
Literature -

.- (@ J07.04 Information Processing-Speaking
"o 07.05 tndormation Processing-Records

_|mJ08.01 Sates Technology.

@

b

Campostlion . tanguage™
. Speech SR s
Foreign Languages -
Basic Math Skills_~ e N .
Algebra / Geometry . . f\}?& :
Advanced Math . . . .
BloioglcaISc:ences % a
10 Chemistry
11. Physics -
12 EarthlSpaceSCIences e - .
13 History . . BN RN I
, Government ..~ K o '
Bi A BEIAE 15 . Sociology
. ’ : . 16 Geography
B 17 Health. . . : . ' Healthand .. .
“1A|AJ T8 Physical Education R Physical Education}
a 19 -Studio Artsang Crafts ] =
20" Dgama. - . . R o Art
B 2% Music - - -~ e
. 22 Manufacluring . : -
- ! 23 ‘Produc! Services - - .
24 Transporiation e lndusirlol
25 Construction - L ; Arts
26 Communications )
27 Energy / Power Systems
28 Consumer and Homemaklng
ChildCare
1. 1A 30 FoodManagement - '
31 Clothing, Textiles, Home Furmshmgs
32 Institutional & Home Management
33 Agricultural Production ‘ :
Al [ ‘ 34 Agricultural Services e Agriculiure’
i 35 Mechanics i

P
>
Il -
as]fes

» & >

| >

23]

>

2]
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m
. o}
1 ] .
w|mf~{ o] ] &g ro] -

ce -

Soclol Studies

-

2P

jo|mjo

_|mjm
o
=

>lm

_ Home
Economics

-DIWIAVOV

A Al A} 36 GeneralMerchandismg&Markellng 5

. Al 37 Services . .

A : A -§ 38 Finances- = -
I ' |- "] 39 Medical- DemaITechﬁology . . C

IR ) 40 NursingCare i ~ Health

_{A ‘ 41 Accounting

) 42 General Clerical

43 Secrelarial & Typing -

44 Data Processing

Distributive -
. Education. -

I>I>f

> .

Olllce_ .

B>
T
>

45 Aanondmomng&Relngeranon

. 46 Appliance Repair /. Small Engine Repair
i g ~ A7 _Automotive Services and Diesel

K - . |1 99 _CommercialArt/Photography / Graphic Art
J 11 - |49 Construcuon and Malntenance i ] . o
50 Drafting IR . L Technicaland
51 ElectncallEleclronlc . ) J .- Industrial
52 Metalworking . B 1. -
! 53 PersonaI’Services ‘ Lo
A ; 54 Quantity Food.” . ) S L
T [55 TexulerLeatherlUpholslenng : 1 y
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. L T
SR You can get more specifie information about how, subjects relate t_‘o"bcc‘:-_upat.i‘(-ms:'i'n the
. .School Subject — Occupation Index. e T e -

' The index links over 2800 pccupa;iqnsjwitﬁ .thé."ﬂsuﬁ schoo‘?subjeé'ts. These o_'ccuii‘ati;ins repl;e- L
. sent the major national employment: opporfuﬁities*- Occupations found in common occupational .~
- information- resoufces- are" alseé ‘included ‘in. the index. The index has the following three parts:

© ' Paft'1; Part 1 contains a reduced copy of the School Subject — Worker Trait Group Chart.
* " * Sincé the chapt and index-may be used together, you may wish to refer. to the chart while.

“’using the “index.’

< - +Part IL This part has a section for each of the 56 subjects. Each section describes the subject,
- lists the related ‘occupations by Worker Trait Groups, and identifies the specific subject and
- occupation relationship. On the chart, codées A or B are used to identify the relationship
- . between school subjects and Worker Trait Groups. The index uses codes A, B, and C. Code A.
' 'represents a direct and necessary relationship. Code B represents an.indirect and necessary.
-relationship. Code. C represents.an indirect and helpful relationship. = - - o /.;;-_'t A
.- . The ft?ndwfing" example. illustrates ‘the ‘information contained in Part IL. |
1. LANGUAGE SKILLS . .M. of spsject /0
. Language ékll'ls Aaré;-c‘;d'r}qe'r:ned'w_lth-;,'.t.he' ’khoﬁviédge.’_u‘nd'erstér‘idihg,. and- skills that are con-
- sidered basic. competencies In the use.of the English language. Communication skills in speak-
Ing, listening, reading, and writing are inciuded. Functional grammar, spelling, aad. punctuation
- are-among- specific skills taught. . S S
Wovkcr—ﬁ’mf GI’O(JP - . ’
. Nipber 1 Tetle - /.
0101 LITERARYARTS ~ - -~ 0104 PERFORMING ARTS: MUSIC o
-+ A Copy Writer . ... C . '/"G Teacher, Music . - o o
. (prof & kin) - LA . (education) ~e___
o0 A Editorial Writer SRR .,_a
’ S {print & pub) 7 cL e 0107 "AMUSEMENT .
o=l A Writer, Prose, F - de <\ "B Astrologer -
S - ' . Nonfiction.  * \ . (amus & rec)
S - {prof & kin) o .o B Announcer
A Editor, Pubilcations -~ . _ L (amus & rec)
‘(print & pub) : : L
s L ey el .

%Partém.;'li}ﬁs—part—contaix_asga;HSting_bf;thg'_‘Woriker_;IraitﬁGmups,_Tl_ie;occupations__relatéd,to
* ‘each’of the Worker Trait,Groups are listed in alphabetical ordetr, Under the title -of -each
.. - occupation is a listing of the school subject numbers-'rgltated to ‘the occupation. With. each . .

*"* number, the code A, B, or C:shows the type relationship* he ‘occupation has with the school -

. subject. The following example illustrates the. information contained in Part III. - e




CEXAMPLE
PART Il
o 'WORKER TRAIT anoup
ST LIST OF OCGUPATIONS WITH SUBJECTS

INDUSTRY

N aT/ON
01,02 * VISUAL ARTS DESIENAT!Z
~ Art Director (mot. pictufe; radlo _
& tvbroad) - - , _
19A, 20B, 22C,25C © - -
Art Director (prof & kin)

01.01 - I.*TERARY ARTS \ éaoup T.m—:
Copy rlter( rof &kln) \ :
- Critic (prlnt'& 'pub) R '
" . '2A,3B, 4B, 14C, 18B, .
18C, 19A, 20A, 21A . 19A, 22C, 25C, 26C, 47A
- Editor, Book (print & pub) > ‘ Audiovisuai Productiqn Speclalist
1B 2B, 3B, 15C : R (prof&kln)
. ‘ L SR 1B, 198 ZDB 21c, 26A 488

VY se tiool -SvguecT
-\ Nomeg/a wsmrw» sH P

Spec1ﬂc lnstructxons on how to use: the School Subject —-Occupation Index are located :
_ m the front of the index: The first tune you use the 1ndex you should read these mstructxons

) ”‘; _

. -.‘ .4 ) "-.
) g
. 3 o " _“.".
s * |
o .‘ ’
£ i :‘ d . "
',’ , . -.

5:1.‘_
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1

- Aptitude is_.the quickness or ease with which you can-learn. There are different kinds of .
aptitudes. Some aptitudes can help you understand a novel of solve math problems. Others can..
help you do ‘very fine work with ¥our hands and fingers. Some other aptitudes can help you do

_ ' 'tasks requiring fast and accurate body movements. Some aptitudes can help you see differences

in'size or shape. ~ .~ - S R

.The U.S. Department of Labor job analysts have-defined eleven different aptitudes. These

' aptitudes have beenrelated to the Worker Trait Groups. The aptitudes and levels of -aptitudes
- related to average successful performance in each Worker Trait Group have been identified.
'+ " 'Knowing-as much as possible about your own aptitudes can help you in career exploration .
and planning, You can estimate your own levels of aptitudes.and compare your estimates with -

. the aptitudes related to the Worker Trait Groups. - -~ - , . - B T TP

o Read. the following information on’each of the aptitudes. Use the clues to guide and help

you make your estimates. Consider and estimate éach aptitude carefully, one-at a time. Com-

- pare yourself, with others your age rather than with adults. The clues are examples, so try. to

~ think of other similar experiences you have had which'might indicate the lével of your aptitude.
E )dChOOSe the' level which represents your highest self-estimate, even though clues in lower levels .

describe things. you have done or can do. Record your seli®stimate in the proper box on the -

Lap

titude Self-Estimate Record. (The Aptitude Self-Estimate Record is located in the Aptitudes

. Checklist and in the Individualized Activities for Career Exploration booklet.) "Repeat the
“-‘process for each aptitude. R L, L
" - Reémember, you can.change the estimates.you have made at any time you discover addi--
© “tional information about your abilities, such as grades, test scores, or experiences. '

. a

[,

' . . . _ , ) : » ."'.' .

S T
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son 'and make judgmexits

o

- General A_ptitude is closely related to .

the ability to do well in school. This apti-

| tude is:related to more” Worker Trait

-Groups %han any other

GLUES

MINIMUM
SPEED -

BELTLINE NEXT EXIT |
- FOREST DRIVE 2

Sl nrou

(c) Assemble a b1cycle or other- '
_ _-eqmpment whxch has been purchased
;. -unassembled. ' )
- (d). Knit, crochet sew or similar
-activities.
. *(e). Sell tickets or merchandlse and
Keep the necessary records.

"Clues are related to each level of Aptltude
G, General

Level 5. “I'rate myself 1n the loweqt ten per-
~cent of people my age.”
® I need someone. to explam the instruc-
tions to me when I assemble or . make
something. . :
'® I usually receive spec1a1 help in school
+ and still find it diffiéult. o

Level 4. “I rate myself
“not as low as the bottom ten percent of people
. my age.”

® My grades in bas1c subjects (Enghsh _

‘math, soc1a1 studles, science) are most-
. ly D's.

e I can follow -mstructlons 1f they are.'

given clearly.

Level 3.
"the middle third of people my age.”

® My grades in basic subjects (English,

. math, social studles, sc1ence) are most-
1y C's. o
@ I can do thmgs that requlre problem

solving, such as in the followmg actlv- .

ities. -

(a). File materlals -accordmg to the'

“alphabet or some- other method.
(b). ‘Take care of a. ‘person whc is ill

" or is recoveririg from an accxdent or

operatlon

the bottom tmrd but

“1 rate myself about average, or in

: Tevel-zril—nate-myselhn—the-top-thxrd_butnot_
the top ten percent of people my age.”
@ My grades-in basic subjects (Enghsh
-math, social studles, sc1ence) are most—
ly B’s. :
- @ I have built, complex workmg models
"~ which require reading blueprmts or de-
tailed diagrams. .
@ I have received an: “Excellent” ratmg
" in a science fair. -
® I regularly do voluntary readmg of
~  books and magazines. ..
® I have no difficulty in using the card i
file' to locate materials in the school or.
commumty llbrary -

Level 1. “1 rate myself in the top ten percent
- of people my age.”
® My grades in bas1c subjects (Enghsh
' math, social studies, sc1ence) are most-
1y A's.

- ® I can solve dnﬁcult problems in. math'
~or.science. ' S

® I have received a “Superior’’. ratmg in
a-science fair. _

® I have won awards or recogmtxon in
' writing or speaking contests. ‘

- @ I have tutored other studentssm thelr
: schoonork .

Note: If you are able to- understand and work N &
this exercise, ‘you should rate yourself above 1
Level 5 :
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(APTTIUDE V:VERBAL . ]

Understanding the meanlngs of words
and ldeas Usmg them to present mforma-
‘aon or ideas clearly

‘%olulmsﬁji o’
U~ S ([ B
T BERE| f_ _
 Hdlelm g,
. ‘§A|%Ezl: g ' -
. }‘\4 - 1.0 4’ -
: *.i% :' .'T‘- )

Verbal A‘ptltﬁde’ includes underStanding |

how words relate and " the meanings of'
‘whole sentences and paragraphs 1t also
1ncludes commumcatmg mformatlon and
1deas to others N '

{ . cLUES
V Verbal,

Level 5. “I rate myself 1n the lowest ten per- -

cent of people my age.”

® I have a lot of d1fﬁculty W1th most hzgh s

. school subJects which - require much
readmg or writing, -
Level 4, “1 rate myself in the bottom thlrd but
not as low as the bottom ten percent of people
my age.” '
® My grades in Enghsh and social studles
* are mostly D's, .-
® I have dlﬂicult}jn wr1t1ng book reports.
or-themes;or

civine_oral 'r't:\hnv-fe

: Clues are _related to each level of Aptltul -

‘.

Level 3“1 rate myself about average, or 1n/ .

the middle third of people my age.” « /

'@ My grades in English, social studles,

" and foreign language are mostly C's./

'® My grades .on book reports, themes}
. term papers ‘and oral reports are most-i"

® I know spelling, grammar and punctu-
."ation well enough to notice and correct-
obvious mistakes,

--® T am an average word games and word '

. puzzles player.. - 0

LS can follow .printed 1nstruct1ons for
makmg Jewelry, assembhng models or
sewmg .

the top ten percent of people my age.” ‘
- @ My grades in English; social stud1es
" and foreign language are mostly - B’s.
. & My grades on book . reports, themes, K&
" termr papers, and oral reports are most-
ly B’s.
o1 seldom make grammaucal errors in"
written work and- notice -them- when .

" others make them in writing or speak- N B

~ing. i -

e: I have no d1fﬁcu1ty in understandmg
the textbooks I read in Enghsh and
social studies. '

" @ I am a better than average word games

cr- :
. Level 1.-“I rate myself the top ten percentv
~ of people my age.’ ) '
.. @ My grades in such sub]ect% as Enghsh '
. social studles and forexgn glanguage are -
mostly A’s. : .
e I have won awards or recogmtmn in
writing, pubhc speaking, br debating,
' '® My grades on book reports, themes,
-\ term papers, and oral reports are most-.
ly A's. - : :
@ I have written art1cles f(?r the school
. paper or for other publications.
® I often win at word gai'nes such. as
‘Scrabble or Password . :
® I can solve crossword (puzzles,. . _\ana-

STV Ul i~ CpPu

. @ It is sometimes-hard for me to follow

instructions when I -assemble models,
make jewelry, or sew. - -

"® I can usually follow rempes for cook- .
ing or bakmg

grams, and other word pf\oblems quick-
ly and correctly .

" Note: If you are able to understand and work |

this exercise, you should rate yourself above

- ly C's. : vt

Level 2. “I rate myself. in the top third but not |

and word puzzles player. . = _ 3

Level 5. = . : )
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r arlthmetlc or story problems

. .. ... . ..  APTITUDE N: NUMERICAL . - -° - ..

SV -

Doing anthmetic operations qulckly and

correctly. o
"k

Numerical "'Apt'itu:de 1nc1udes solvmg

. cLuEs Y.
Clues are related to each level of Aptitude

‘N, Numencal

Level 5. “I rate myself m the lowest ten per- o
cent of people my age.”

oI have a lot~of dlﬁlculty with most'Ni

school - subjects whlch requlre the se-

of arithmetic.
® I have dlfﬁculty measurmg thlngs
- rectly. :

"~ @ I have dlﬁ'iculty counting my change B

when I buy somethmg at the store

Leve] 4. I rate myself in the bottom. thll'd but:
not as low as the bottom ten percent of people

| my age’” ‘
T 0 My grades in mathematlcs and sclence J

. are mostly D’s.

0 I'can measure an. obJect or ﬁgure 1fs
helght width, and depth. .

0 I can follow a recipe to measure and
- mix ingredients to cook or bake

- Level 8. “I rate myself about average, or in '
* the middle third ‘of people my age.’ '

® My grades in mathematlcs and science.
are mostly C’s. o

® I can add, subtract, multlply, and.divide

- numbers Wlth about average speed and

" accuracy. . i,

.@ I have a ]Ob (such as a paper route)
which requires me to keep correct rec-
" ords. of- money or materials.

‘eI have a hobby which requlres cprrect
use of mathematlcs

® I can adJust the proportlons of a rempe
to'increase or. decrease the: quant1ty to
be.prepared IR o

Level 2 K rate myself in the top third but not

the top ten percent of people, my age.” :
o My grades in mathematlcs and science:
- are mostly B's.

@ I can multiply and d1v1de decnnals and_' |

o fractions’ quickly and: correctly
- '@ I know how to use a slide rule or a
" pocket’ calculator w1th memory fea-,
tures. ‘ -

g volumes, interest rates, etc.:
- . @ T ean solve puzzles-and word problems.
- which require the use of mathematics
< quickly and correctly..
.. @ T have a hobby which requires accurate
use of mathematics.
@ I can adjust the proportions of a rec1pe
‘to increase or decrease the quant1ty to
be prepared. -

| Level 1. “I rate myself in the top ten percent

of people my age.”

® My grades in mathematlcs and science

.. are miostly'A’s.

@ I can use .algebra and other advanced
. mathematics to ﬁnd the answers to
" questions.

- ® I can use a slide rule or pocket calcu-
- lator quickly and correctly to solve
difficult problems in mathematics.

@I can usually solve puzzles and word

problems which require: the usé of

“mathematics very quickly and correctly.

@ I can.use formulas to compute areas, '

v
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K bjeets Formlng mentl

Spatlal Aptltude is to see how an obJect

geometry problems.

Clues are related to each level of Apt1tude
S, Spat1al ‘ .

.

" .} cent of people my age.” -

and arrangements T
"® My eyesight is poor.- :
o I cannot estimate such tthgs as dis-

- tance, he1ght weight, or speed.

RE

not.as low as the bottom ten percent of pe
‘my age.”

and mechanical drawing’'are mostly D's.
@ I cannot draw pa1nt or. sculpture very
well.
‘® I can use a needle and thread to sew on
L ‘buttons, hooks, patclrlles, ete.
: . . @.I enjoy arranglng things so that they
E RIC ]look nice.

al images’\ef them g

: shown in a flat drawmg or plcture would' o
ractually look hke ini three d1mensmns This _

“aptitude is required for such tasks as draw- e

(ing or reading blueprints, or workmg"”

Level 5. I rate myself in the Iowest ten per- |

@ I have difficulty in -workmg W1th draw- .
ings and diagrams or W1th sizes, shapes ‘

Level 4. “T rate myself in the bottom thnrd‘b?t_
ople

@ My grades in art, gé’ometry, s,ewing,'-"--'"i

T R 3 APTI'I‘UDES SPAT!AL o
ffk"‘g ‘st flit draiwings or pletures of

® I can’ arrange packages in a large con-
-tainet such as & grocery sack or a car -
. trunk to make -them fit. _ v
® When I play chess,: "checkers, bilhards,‘ 1
_or ‘'shuffleboard; I seldom win. -
01 seldom” w k block puzzles or Jigsaw‘

the middle .third of peopl' my" age.” ,

o My grades in art,: geometry, sewing,
and mechamcal drawing are mostly C's.

v @1 am average m drawmg, painting, or

g sculpturmg

- & I'can dance (modern or ballet) well
. @ I can:sew clothes from a pattern. .

@ I-am an average chess, checkers, bil-
- liards, or. shuffleboard- player

e'I can solve block and jigsaw; puzzles.

'y'g}.‘-‘ but lose mterest in the hard ones. -

" e I can, usually read drawings or dia- |.
~ grams-for assembling models or domg )
electncal ‘W rk ' o

Level 2. “I rate myse in thetop third bu_t not

the top ten percent of ;people my age.”

‘® My grades.in art, geometry, sewing,

- and mechanlcal draw1ng are mostly B’s.
® 1 can make my own clothing quite well.
® I can draw, pamt or. sculpture better
- than average.’
¢ I have won- recogrutlon op awards for '

- modern or ballet dancing. .y '

- @ I“am a better than, averagé? chess,
- checkers, billiards' or "'shuﬂ‘léboard

.player. » )

. ® I-can solve block and Jlgsaw puzzles
" - better than avgrage. 1.
@I can read and, undérstand electronic.

. circuit d1agrams 1 can also assemble
. - or,repair rad1os or. h1gh ﬁdellty compo-
. nents. : ‘

“Level 1. “T rate myself in the top ten percent_- o

of people my. age.” -
e My grades m art geometry, sew1ng,:
- and mechanical drawmg are mostly A’s.
@ I have received awards or recognition
"~ for drawings, paintings, or sculpture.
‘e I have won awards or recogmtmn for |
. clothes designing or sewing, '
‘@ When I play chess, checkers,, b11hards,
-~ ——or-shuffieboard; I-usually-win, -~ —
e I- qu1ckly solve difficult block -puzzles
"and jigsaw puzzles. _
- @ I have no difficulty in readmg compli-
.cated wiring diagrams’ and drawmgs orﬁ' :
blueprmts

® I assemble ‘models frorn kltS, repair |-

radios or high fidelity components cor-
rectly and well..

6‘ JL"
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- Form Percept1on is to not1ce deta11 in
_ pictorial or graphm mater1a1 and to make
'_IV1sua1 comparlsons It also includes seeing
differences in shapes'and figures or in the

!

-'w1dth or length of hnes :

| '. L
. [

N~ . CLUES

Clues are related to each. level of" Apt1tude ' -

P, Forrn Perceptmn T

Level 5. “I rate my"self 1n the lowest ten per-
cent of people my age.” -

® I have dlﬁ‘iculty in recogmzmg differ-

~ences or likenesses in sizes or shapes

® My eyesxght is' poor.

Level 4. “I rate myself in the bottom third but .' |

not the bottom ten percent of people my age.”
.® My grades in art, science; +shorthand,
and mechanical drawmg are mostly D’s.
e I seldom work jigsa
I ﬁnd them difficult.

-0 I have no difficulty in sort1ng nuts," o
bolts, screws, and similar items- accord- '

- ing to si2g and’ shape.
@ I can jron clothing neatly.

are ready for plckmg

'o I seldom paint or do other art work
"bécause I do not” l1ke the way the result

-of my: work looks.’

: .@ 1 -can repair and; glue' furniture parts '

p1cture frames, and wooden obJects

‘Level-3. “I rate myself about average or 1n.\,

the middle third of people my age.”

) ® My grades in art, :science, shorthand, :
) and mechamcal draW1ng are mostly C's.
& I can use a camera to take attract1ve- -

photggraphs.
eI can usually solve ;|1gsaw puzzles

APTITUDE P: FORM PERCEPTION -

oti”cmg diﬁerences m shapes or shadings

puzzles because’

@I can tell when fruits and vegetables Level L

o I usually noflce when plctures mirrors,
“or other objects are slightly crooked.
® I can use a ;sewing machine and follow.
‘ a pattern. { o
o I can plan’and prepare:a meal for a”
- family of. fo‘u]\(fﬁve :
. ® Ican 1dent1fy car by make model and
. year. . .
- @I do aversge or better than average
- ~work in the school band orchestra, or
chorus. : .
® I can identify ,trees from thelr shape
leaves, and bark..

Level 2. “I rate myself in the top third but not . .
the top ten percent of people my age.” .
' ® My grades in art, science, shorthand
~ and mechanical drawing are mostly B’s.
® I have ‘won recognition or awards in
- photography. '
° I can develop, print, and enlarge my
. own. ,photographs :
@ I can usually solve d1ﬂ'icult J1gsaw
.. ‘puzzlés.
N 5 I design clothmg, furmture toys or
- ‘models well..
- o I can print or do other art work well
e I can read' fa1rly difficult mus1c

- @ My grades in.art, science, shorth d .

" and mechanical drawing are mostly-A’s. .
- @ I can quickly see small differences in

the shape or size of similar objects
even when most ‘people cannot.

@1 can use a microscope to study the
a 1mportant deta1ls of biological speci- %
. mens. , :
@ I can solve d1,ﬁ‘lcult Jlgsaw puzzles very
. well’ -
e I have won recogmtmn or .awards for.

-original designs, such as clothmg, fur-
. niture, or art work

-

T
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cate myself in the- top ten percent_ 1
. of people my age.’ '
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APTITUDE Q: CLERICAL PERCEPTION .0

- Clerical Perceptlon is to observe dlffer- '

ences in prlnted or written copy, proof-
- read words and ‘numbers;
less numer1ca1 €rrors.. It

' whether obJects are . properly made or

| tasks correctly done. Examples may in-

clude the followmg tasks. S
‘ ‘. Make suré that a sewing machme is
- properly threaded | :
° Inspect an item for ﬁaws. L

® Check whether assembled 'parts ﬁt'

well together

h o

C'LUES ‘ :
- Clues are related to each level of Aptltude
- Q, Clerical -Perception.

| _ Level 5. 1 rate myself m the low)est: ten pex-
_eeﬁt of people my age.” .
- @ School subjects which require ﬁgurmg

nd avoid care- .
Iso -to check . -
”—‘qulckly, correctly, and at a glance —

" or close attentlon to detail are difficult

: for me.-
@ I have dlﬁiculty in ﬁndmg mlsspelled
‘words on-a‘page.
~® Tt is difficult for me to look over a col-

umn of numbers and find. any that are- '

“incorrect.

| Level 4. "I rate myself in the bottom thnrd but‘ "4 . tuation, or.simple arithmetic. I quickly |

not the bottom ten percent of people my age.”
® I can usually follow recipes for cooking
or baking.

N~ @ Itis dlﬁ‘icuit for me - to follow detauled"v

mstructlons ‘or keep accurate records.

- o1 make a lot of careless mlstakes in. _

spelling and- arlthmetic

- Level 3. “I rate myself about average, or in-
- the middle third of people my age.

<’

" lish, and mathematics are mostly C’s.

,
- My grades in business subjects, Eng--

Observing details and recogmzing errors '

" in numbers, " spelling, -and punctuation in.

wrltten materlals charts and tables..
Av01dmg errors when copymg Tic

A .

® I can file m#terials according*to the |

"alphabet or some other system.

® I. can follow written instructions to .

- knit, crochet, weave,.sew, cook a meal

or bake cookies. -

® 1 can read diagrams and follow most

instructions for assembhng a model or g

. "a piece of equipme - '

" ® When I play games that requlre a fast

and accurate use of :words. and num-

bers, I am an average player

® When I make mistakes in arithmetic

- and spelling, I.usually notlce them
when I check my work. :

Level 2. “L.rate. myself in the top thll‘d but not
the top ten percent of people my age.” - .
. ® My grades in business subjects, Eng-
1ish, and mathematlcs are mostly B’s. .
'® I can copy records and reports quxckly '
and correctly by hand.or w1th a type-
~ writer, .
" @ I have.done a good Job" as the club’s
- secretary or treasurer, or as the athle-
tic team’s:manager. :
e I can us the card file to locate mate-
© rials m "the hbrary quxckly and cor-’
rectly. -

® As a newspaper carrier or cashier in |

a grocery store, I have kept records or
~ handled money well. :
® I can read and follow cooking or sew-

ing instructions easﬂy : ’
® I seldom make errors in spelling, punc- :

4 . notice these kmdsqf‘errors -‘when others""
' make them.

 Level 1. “I rate myself in the top ten percent' :

of people my*age.’
® My grades in busmess SU.bJeCtS Eng-
Jlish, and mathematics are mostly A’s,
® When I play games that require a fast
.. ‘and accurate use of numbers, Iram an
excellent player. _
® I excel in hobbies which require follow- .
ing' detailed instructions or diagrams.

» q '
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Motor Coordmatlon mealzls makmg the_u

eyes and hands or fingérs work together

APTITUDE K MOTOR COORDINATION
= Moving the éyen- and hands or ﬁngers ’
:{ftogether to perform a task rapid]y and

-e‘_ *  require precise movements.
j +—-—-washing cars, raking leaves, or- doing

" Level, 3.
. the rd

0 My grades on shop prOJects are mostly
D’'s. -
@ I can ‘do phys:cal work if it: does not

.® I am not active in varsity sports or |
.+ usually do not make the first team. |
® I have had part-time- jobs such as .

general cleamn_g, and performed well. .

“I rate myself about average, or in‘
iddle third of people my age.” :
e My grades in typing, sﬁbrthand phys-
~ ical education, industrial arts, or. home
economics.are mostly C's. = .. - ’
- @ My grades on shop projects are mostly"
- C's.
® I am active. m varsrty sports and an |
" average player. 8
® I have had part- t1me jobs such as de-.
hvermg papers, taking care of lawns,

~ to" perform for example, the followmg
tasks L -:}.- -

‘e Gurde Gb]ects 1nto posmon

‘& Sort.or assemble parts..

‘@ Operate a typewrlter or other oﬁice-'. L

machlne

Y Perform‘ surgery or dental Work in a -

rapld and accurate manner.

® Make accurate movements rapldly in

B response toa sxgnal or. an observatlon

GLUES

Clues are: related to each. 1eve1 of Aptrtude'_r__- T
K, Motor Coordmatlon

" Level. 5 “I rate myself 1n the lowest ten per-

'cent of . people my age.” :
- @ I cannot perform tasks that require’
“fast and accuraté use of my eyes, fin--

" gers, and hands.

e A phys1ca1 handlcap prevents me from

domg rapid or accurate handwork or
‘ other movements. :

1 Level 4. “1 rate myself in the bottom third but :
not as low as the bottom ten percent of people

my age.” -
® My grades in typlng, shorthand phys-

ical education, industrial arts, or home_ ‘

economlcs are mostly D’s.

‘the top ten percent &f people my age.”

"~ of people my age.

nr_workmgata_drwesm,_and_periormed_t :
e well '
& . ‘-g-

Level 2. “I ra,te myself in the top third but not g

® My grades in typing, shorthand, phys-
ical education, industrial arts, or home
economics are mostly B's:

e My grades on shop pro;|ects are mostly -
.. Bs g
@ Iama good pmg pong, golf SW1mm1ng,

basketball, softball, or volleyball player.
® I can paint, sew, assemble models, knit, -
work fine metal or wood, play a musical
.~ instrument, or twirl a-baton quite well. .
@ I'have had part-time jobs as a typist,
cashier, playground or assembly work-
er, and performed well. ‘ :

Level 1. “1- rate mys_elf 1n the top ten percent_

® My grades in typmg, shorthand phys- ;
ical education, industrial arts, or home
. economics are mostly A’s. '
e My grades on shop proaects are mostly
Als. :
® I excel in one or more sports such as
ping-pong, golf, sw1mm1ng, basketball :
softball, or volleyball.
. @ I excel in dancing, baton tvwrlmg, palnt-
" ing, playing. a musical instrument, or
target shootlng - . :

L -
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~ Finger Dexterity ‘means using the fin- :
-gers to- perform, for example, the -follow-

1ng tasks
.. Surgery and dental work

- e Typmg and taking shorthand

® Playing a musical instrument.
e Domg ﬁne work W1th hand tools.

CLUES

Clues are related to each level of Aptltude '

F Finger Dexterity.”

Level
cent of people my age.”

e
@ I cannot perform tasks wh1ch requ1re'. .'-'

'+ small, detailed work with my- ﬁngers
quickly and correctly.
~ @ I have a physical hand1cap wh1ch pre-

vents me-from doing ﬁne work w1th my i

ﬂngers

Level 4. “'1 rate myself in the bottom thlrd but :
not as low as the bottom ten percent of people .

my age.”
® My grades in ‘typing, shorthand indus-

~_trial arts, or home’ economlcs are most- :

Y. lyDs.

@ I can mend my clothes or ad]ust hems L
@I can ‘refinish furniture, pick -berries,

peel fruits, or .prepare vegetables for
cookmg :

‘APTITUDE F: FINGER DEXTERITY . - ¢

. I rate myself 1n the lowest ten per—' o

. ...
,?. ‘ 0
b

oI cannot do very ﬁne work thh my
ﬁngers very well.

- Level 3. “I rate myself about average or in
.~ the middle third of people my age.’

(] My grades in typing, shorthand 1ndus-

- trial arts, or’ home economlcs are most- .

1y C’s.
-® I help make some of my: clothes
"'®.1 can - build -models, crochet
wood
equ1pment fa1r1y well.

® I can repair  broken extens1on cqrds .

- leaky faucets, or broken toys

the top ten percent of people my age.”
~ ® My grade

ly B's.
oI play in the chool band or orchestra

carve .
assemble or. repa1r electromc. :

) Level 2. “I rate myself in the top third but not _

s.in typing, shorthand, 1ndus-'_
_trial arts, o home economlcs are Fost--

. ® I make many of my own clothes o

® 1 can ‘build . models, crochet ‘carve
. - ‘wood, assemble - or :repair “electronic
L equ1pment or sculpture quite well.

Level 1 “I rate myself in the topwten percent
of people my age.”

® My grades in. typlng, shorthand 1nclus-

- trial arts or home economics are\most-

o1 have receWed ‘awards or. recogmtlon '

as an instrumental musician.

. I' can build models;, sew, carve wood,
_assemble or repair electronic equip-

‘ment, .or sculpture expertly.

..
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. .. - APTITUDE M: MANUAL DEXTERITY '

1

‘Manual I'D"'exterity means usiri'g the hands
to: perform for example, the followmg

‘| tasks.. . L~

e D1rectmg a band or orchestra
B Desngnmg displays or exh1b1ts
. ® Building models ' _ ,
° Workmg as a ]uggler or acrobat
° Makmg furn1ture -
‘o Operatmg ofﬁce equ1pment R
o Groomlng pets ) ‘

-

. CLUES ‘
Clues are related: to each level of Aptltude

| M, Manual Dexterlty

Level 5. “I rate myself 1n the lowest ten per-
‘cent of .people my.age:” .
. @ I cannot per.t’orm tasks whlch requlre
‘the use of ‘one or both .of my hands
quickly and correctly.
o I have a physical handicap whlch pre- '
“vents me from working rap1dly and'
" correctly’ w1th my ‘hands.

1 Level 4. *Irate myself in the Bottom third. butf‘A"

not as low as the bottom ten percent of people_
-my age.”

0. My grades in- physmal educatlon, home .

" economics,.. industrial - arts, ok mstru-
mental music are mostly D’s. '

51mple_repa1rs I can.also use a paint °
- brush or roller to paint a room.
« ® I can wash windows and pohsh furni-
ture well. :
. @1 am not a very good volleybail basket- -
*  ball, tennis, or baseball’ player. .

. ‘economics,

T . R O L. I

. T can use a hammer or pliers to make . - -

" Level ‘3. “I rate myself about 'av'erage, orin |’
‘the middle third of people my age.’

®-My grades in physical education, home
industrial arts, or .instru-.
mental music ‘are: mostly B's and C’s.
@ .1 do odd jobs around the house, such as
~ repairing extension cords or decoratmg.
and arranging iy own-room.
- @-1"can trim shrubbery, plant a garden,
or use a power mower quite well.
® I am an active.and average volleyball
. basketball, tennis, or baseball: player

" Level 2. “I rate myself in the top. thlrd but not -

. -the top. ten percent of people my age.” .
® My grades in physical - educatlon home
~“economics, industrial ‘arts, or instru-
' mental music are mostly A’s and B’s.
® I make many of my own clothes. ' :
‘@ Iplay an 1nstrument in the school band

. or orchestra.” '

- e I do magic tr1cks or puppetry well'_‘_ .

‘enough to’ entertaih an audience. = .
- @ 1 perform ‘well “in activities .such as |
Jugglmg, judo, or gymnastics. :

~® I can use hand ‘tools . such ‘as saws
screwdrlvers, or pamt brush,es qu1te

- well. :
@ I am a good volleyball basketball or

_ tennis player. :

Level 1. %I rate myself in the top ten percent‘

of people my age.”

- ® My grades in physmal education, home‘-
economics, ' industrial  arts, or. 1nstru-
“mental miusic’ are. mostly A’s. .

‘o I can play: one or more. mu51ca1 mstru-
‘ments.very well.- o

e I hidve won" recognition_or awards in

_ painting, carving, scullpturmg, or indus-

L trial arts.

@ I excel in- such ,sports as volleyball
basketball or tenms :

ug ——
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- APTITUDE E: -EYE-HAND-FOOT COORDINATION

Eye Hand - Foot Coordmatlon ‘means’
moving the hands and’ feet together in

response to a v1sua] .signal mdlcatmg the

need to react.. It lncludes such tasks as -
pllotlng a plane, dr1v1ng a car’ or tractor,i .

.or operatmg a duphcatmg machme

CLUES

E, Eye-Hand Foot Coordmatlon o

Level 5. “I rate myself in the lowest ten per- .

cent of people my age.” -

® T hav&difficulty in sports which require

. running, jumping, or throwing and hit-
" ting a ball quickly or correctly.. = -

. .~ @ I have a’ physical handicap which- pre-

vents me from moving my eyes, hands,
' and feet together '

‘Level 4. “I rate myself in the bottom third but -

-not as low as the bottom ten percent of people
my age.” .

® My grades in physxcal educatlon are

d".; - ' mostly D’s.-

"@.It would be very: ‘hard for me to play -
an instrument and do marching forma-

~tions at the same time. ‘

0 I am not actlve in basketball, volley-
ball, tenms, ‘or similar sports ‘because
I am not very: good’ Jn them.

0 I can. mow- ‘the lawn, -take care of the

" garden, . bathe the dog, or do general
housework .

N - . - R

R

I

| Movmg the hands and feet together in"" :
- _response to wsi{al 51gnals or observatlons.' '

Level 3. 1 rate myself about average, or in;; e

the 'middle third of. ‘people'my age.”™
® My grades ‘in Pphysical educatlon are
mostly B's'and C’s.’
® I am in the marchlng band. -

ol can ride a blcycle or operate a rxdmg
mower easily.

"“0 I am an average tennis, volleyball or.

basketball player.

e e I can dr1ve a car with a stick sh1ft
Glues are Telated to each level of Aptltude o 3

Level 2. “I rate myself in the top thl!‘d but not
the top ten percent of people my age.” . :;'-;'."
~ @ My_grades” in physical educatmn are
mostly -A’s and’ B’s; "
@ I can twirl -a baton, 1ce-skate, rlde a

blcycle, or, perform gymnasth qulte.,-

i well.:
oI am a ‘good * tennis, volleyball,q or

'.Qv bask tball player.
S o I hawe .had dancmg lessons and per-

forme well 'in dance recxtals
. A

Level 1. “I rate myself in the top ten percent

dr'people my age.”, = .
® My grades m phys1cal eduoatxpn ‘are
mostly A’s. "
® I have performed as a.’ solo ballet

" dancer. I have also had advanced tram- f

ing in other forms of dance.

- @ T have won awards or recognltlon as a, B

'~ gymnast.

® I have won awards or spec1al recog-

‘ ~ » mition fo baton tw1r11ng

®.1 can play difficult music on the organ '

+ ey

- T Ty

i~ : ) N
. . ‘e
\
.
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, -or shades. Identlfymg or matchmg certaln _
'colors. Selectmg colors whlch go well to- -
’.,:._'gether. R e '

. the following tasks .

| e ‘Mixing paints.

‘e

APTITUDE CO: COLOR

[ i ' : N

Seelng llkenesses or differences m colors

Color Dlscrlmmatlon is to recogmze har- F I

‘monious, contrasting, or specxﬁc colors and .
shades in order to perform, for' example,

® Art work or decoratmg '
L Analyzmg chemlcals metals, or -
~animal tissues. '

AN CLUES
Clues ‘are related to each level of Apt1tude
C, Color D1scr1m1nat10n

| '_"Level 5. “I rate myself in the lowest ten per-

cent of people my age.” ;
. @ I cannot select colors that people say
go well together ‘
" @ I prefer to buy clothes with someone’s
‘help to.make sure that the colors go .
. well together
® I am color blind.

Level 4. “T rate myself in the bottom thlrd but

‘ -

. not- as low as the bottom ten percent of people

1
A

my age.”
-~ ® My grades m art are mostly C's and
- Dis.

/‘*‘\
LN e I have never: taken, art as an elect1ve _

.- subject.
- @ When I plan my wardrobe, I usually
" need someone’s help to' make.:sure
colors g0 well togetherf I

DISCRIMINATION

@ I'can see the . d1fference between red'
' and green traffic lights. However, it 1s._
- diffieult for me to.see’ differences in.

T A

the mlddle third of people my age.’
‘e My ‘grades in" art are mostly B's and

.o I take qulte good plctures with myf‘-_
camera. I can recognize colors that- are
not sharp or clear.

® I plan. my clothes SO, colors go well .
together .
-® I have Helped design scenery for a play.

Level 2. ““I rate myself in the top third but not"
in.the top.ten percent.. of people my age.” I
. ® My grades in art are mostly As and

- 'B's. .

-+.@ I have desxgned some- of my clothes
.'® I am,often; asked to make posters for -
", school -activities or other  events.. 1

- @1 have selected the colors and the-

-+ fabries - to decorate my own room, or

* other rooms in the house v _

- @ I can almost always recognize ﬁne,

differences in color tones or shades.

Level iy “ rate myself in the lop ten percent'
of people my age.” - :
* - ® My grades in art.are mostfy A'

‘@I have Won awards or- recogn1t1on :for

painting or have sold some of my art__ _

“work. -
® I design my own cIothes
® I can easily tell differences betweén'
very smnlar tmts and shadmgs of color

oo — ‘__

- colors wh1ch are notgso bright and clear X
) Level 8. “I rate myself about. average, or in




© Aptitude —Worker Trait Gioup Index

_ The following index. shows the general relatlon of the Worker Trait Groups and the eleven
aptitudes defined. by ,the, Department of Labor. The key aptltudes and levels of those aptitudes
associated with average satisfactory performance are given for each Worker Trait Group. .-
_ They ‘indicate the aptitude you would need in order to learn the knowledge and skills ‘of the
" occupations’ in th,at group: When a level number," such as a 2, or range, such as 2-3, -appears
‘across from a Worker Trait Group, most occupatlons in that group are rated for that apf\ltude
and level,

‘Most Worker Tra1t Groups have a comblnatlon of different apt1tudes, often at different .

levels. The-levels in this index represent the key aptitudes and levels associated with the group'
as a whole. The relation of these aptitudes to specific .occupations with each WTG "varies to

. some degree. As’ you. explore ‘specific occupatlons you may find more mformatlon on the apti- -~ -~ )

tudes used in that work. .
. ‘To use the index, place your completed Seli’-Estimate Record below the ﬂrst Worker Trait
~ Group which interests you. Your aptltude estimates will appear dlrectly below the aptltude

levels glven for the group : . .

£
Al




APTITUDES INDEX

" WORKER TRAT cRoup

" KEY' APTITUDES BY LEVEL

Tllle

I '. ‘S“

PIQ[K[F[

Literary Arts

121 .1

.| ‘Visual Arts . "

23|

Performmg Arts Drama |

;_“

2 [ 2 | 129

' Performmg Arts: Music k

11-0:3 |

23 | 23| 2 | 2

12

Performing Arts: Dance. -

231

s ede] | | 28

12 |

Technical Arts

123

X IR I I &

© Amusement

Modeling =

| “Physical Sciences

|

 Life-Sciences E

[P e

: ‘ I‘1f2‘

123

18| 29

Medical Sciences ~ * \

|- 12 )

1

12

R

{ Laboratory Technology

{23

23 (34 3] 3 [

.4‘,_“‘_ N

-Maﬁgérial Work: Nature - |

3-4.

34 |

| ‘General Supervision: Nature

P@lmal Trammg and Care

34 |

- 34 34| 34|

34|

: ‘Elementary Work: Nature | -

34 .34 4

: Safety, and Law,Enfoxjcementi

23

03

I

- | Security Services -

34 | 4 .| 34

| 34

- Engineering

1.12

1.2 |

T}

23|

| Managerial Work:

‘Mechanical

23

2|3

| Enginéering Technology

|23

23

2-3

23.0 3 | 23| 23

| Air and Water Vehicle -
Operation

23

2-3

23 (-3 | 3| 34|

Lomm
2 -




APTITUDES INDEX y
WORKER TRAIT GROUP o 3 ~ KEY APTITUDES BY LEVEL

| N_o:_ | me |G|V N|S|P|C| K FIM|E

(_)‘5.05..V.CraftTechnology s | |8 |2] ]| |3 23|
{.05.06 - Systems _Operatxon . 2O S I T - Y | 3-4 3;4_: B
(60 | iy Comeol | 3] | 32| 3] 3] | -] ||
| 05.08 LandVéhicle‘Operation 13 ool s ~ -3, | 8 ?

05.09- MétenalsControl 18 13 (.3 3 | ) 34 |
10510 | Skilled Hand and Machme . Ti T3 3] | 3]34] 3

0511 :Equlpment Operatlon R ~ 8 3 3 | 34
0512 | Elemental Work: Mechanical | . ool 343 S R
0601 | Production Technelogy - | 3 - 3 |3 3 3 3] 3
06.02 | Production Work' . . .| 3 34| 347 3 34| 34 | 3
“[06.08 | Prodyction Control - | 3 34| 3 4| 34| 3|
70604 | Elemental Work: Tndustrial |- BREENEEER
[or0t | Administrative Detail -~ | 23 | 23 | 3 23 |
| 0702 | Mathematical Detail PR 23 |

{0703 | Financial Detail 3 | 3| 3 3 34

07.04 | Information Processing— | 3 |3 .‘3-4' 23 | 34 .

1" | - Speaking | . - R _

70705 | Tnformation Prvessing — | 3 | 3 | 34 23 | | 34|

-+ | Records - - : / | L

07.06 | ClerlcalMac.h‘me Operation' 3 23123 | 3 "354

| 07.07 |- Clerical Handling - 34 |34 ENER AR
08.01 | Sales TechndEogy e 28 33 B2 R I A I

0802 | GeneralSalés - [3 | 3| 3 | 3 . |
803 | Vending - R s 3| |




Aruitoxt provided by Eic:

TR R " JPTITUDES NDEY o
| WORKER TRAIT GROUP | K APTITUDES BY TEVEL ]
Moof e [G|V|{N[S|P|Q|K|FIM|E|]C
i09;()11. Hospitality Services .- 3 3 - . B I EE . - 
00 | Ruberigand Beaty [ 37| 3 EFRE R EERER 3
S Servxces o A B IEES R A T -
7)903 ) PassengerServiceé R 3 34 3 3 8
0904 | Customer Services ~ {34 | 34 | 34 I
0905 | Attendant Services 7 | 34 £ | 4 34
Lv‘10.01 " Social Services 12 Y-.Z‘ 3 o |
1002 | Nursing and Therapy 2 |23 | 23| 3 | 3 |34 |s4| 8| 3 34 |
- | " Services . _ SR P B | |
o | hidandagirCare |5 |78 [ 34 | 34 34| 3.

%171:01} Mathematics and StatiStics 112 1-2":'{. 13| 2 S I
1102 - Educational and Library 1,-2 : '1}2“ SR I o2

| Serviees < L o
LG8 | Social Research IEREIE Py
10| Law R vy L .

105 | Business Administration — |2 | 2 | M’ N \

1006 | Finance - 2 | 2 | 2 IIRE: /-

1007 | Services Admivistation (2 | 2| 3| ][ | 3 ‘

1108 Cor_hm’unicatiqns : 2013 4 , 317 1

1109 | Promotion PR AR T

1110 | Regulations Enforcement 23 | 23| 3 | 34| 34| 3

1111 | Business Management - | 2§ 23 13 41 3

;1_‘1.12’r Contracts and Claims 2|7 /3, 3

:1,2.01- Sports Y 3| 34 f(‘ e 3.4‘:* ENEAEIEEER
12.02 * Physical Feats - 3| \“-‘) 2008 S| 23 23 28 12
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Worker Trait Group Keysort Deck Instructions

-

Y

The Worker Trait Group Keysort Deck* is used to help you 1dent1fy groups of occupatxons :'

related to your interests, abilities, and other personal characteristics. You can sort the cards on
the basis of these personal characteristics. The Keysort Deck contains 66 cards, one for each
Worker Trait Group (WTG). Prmted on the card is the Area/Worker Trait Group number,
title, a brief descrxptxon of the group, and a hstlng of occupat1onal subgroup examples

* KEYSORT CARD ILLUSTRATION

¢

& N ' . L -
Soitlng Factors
® Work Activitios ~

® Work Situations ) - .
® Physical Dunands - the oo:d_irzlor the sorting factors

* GED o '

. Preparaluon L /— Deck Identification code
L ] z LB BN .}
£

LT : y
Holes and notched holes ‘around

e ABGCD
L] DEGK 'y
. . o ) = o - B ' | p |
Area _'—WTG numbet__,.:,__.__o-i -01 . . . . Co v L . _;1:%' Worker Trait
® WORKER TRAIT S : ; A‘//: g | GTOUP MO
GROUP NUMBER]| - LITERARY ARTS . [=leel
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a Bl :
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. >} . _ : el
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e = : abli ool . . BE=iC
. x . 1
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Al . . -
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B ”
b " cthhey ollal Tugynale -
° .

' SEDSEEZEIEUIGZHZLZSZSZDHZZZIZOZslsl1|9|§|HQIZHIuIE 8L Y T YLz e )
\oooooooroooooonoooqloooooooooooooocooo.o

. L Examples of : o -

occupalional subgroups v

Selected fJ.ctors used to.locate career 1nformatlon through Worker Trait Groups are prmted,

- around the edges of the card. The card’s edges also have a series of numbered holés which

represent the different parts ‘of the factors. Each of these factors has a speclﬁc relationship to

the Worker Trait Groups. This relationship is shown by a notch or punch in the appropriate

numbered hole. The following example shows how one factor — the types of Work Activities
— reIates to the Worker Trait Group "L1terary Arts.”’ .

* Developed by Appalachia Educatlonal Laboratory, Inc. and published by McKnight Publishmg

e . ‘Company.
EKC | l |




Tk

s .. . " Notches show the factor’s specific relafidnshlp'tb'WTG -

L4 .

|: ‘01.01

2 “| ® WORKER TRAIT o N TC .
| ® GROUP NUMBER | LITERARY ARTS
o - ) . et whioonedus - Illfxlurau. ok it oflolle eyuola ilhagy « naills uflonl
. iyl ol oban Bl ¢dliha ollale (y.u.n'"n wlombo ylloihe glle o
S VR

| - Note that holes 5, 6, and 8 have been notched. This means that these three types of Work
. ~ Activities are related to this Worker Trait &roup. These three types of Work Activities have.
- .+ " «the following titles? R . - A -
. , 90— Activities Resulting in Recognition or Appreciation from Others.
-+ ! §— Actiyities Involving the Communication of Ideas and Information. = -
. '« 8- Activities Involvinig Creative Thinking. . '

 To identify the Worker Trait Groups related to a particular part of a factor, a special - '
. needle .is used to sort the deck of cards. For example, to sort the deck for Work Activity No.
8, Creative Thinking, the sorting needle would be inserted in the hole No. 8 of the Work Activ-

ities section, -,

MPLE .
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01.01 e
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.
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S~ numbered 8

‘on the needle. Be sure al] of- the loose cards have come out of

The Keysort cards having the hole of Work Act1v1ty No 8 punched wﬂl f.ali; from the -

deck These cards represent the Worker, Trait Groups ‘involving Creative- Thmkihg The Key- " -

* sort Deck may be .sorted to, ‘identify ‘Worker Trait Groups related to each factor. part or may
" be sorted to cox’nbme several parts. The followmg steps descmbe how to sort the deck

LA

Step 1. 'Line up the deck w1th all cards face up and squared'
corners together at the left. Any card not in the deck correctly
‘will have a rounded edge sticking up among the squared corners.

~ Check the Deck code holes. All of the cards should have the same ,
hole(s) punched. -Any not punched the same as the others is in
the wrong deck. Remove the card(s)

' Step 2. On the ‘border of the cards. locate the factor for which
-you will sort Turn the deck, if necessary, so that this factor.is
‘on top: “Jog” or strike the ends of the deck'against a ﬂat surface

- to get them even and the holes lmed up :

Step 3. On the front card, locate the factor number or letter Keep :
“a steady hold on the cards w1th one hand. Insert the sorting
needle with the other hand. For example; if the factor part you
sort on is Work Act1v1ty No 8, -msert the needle m the hole .

. “Step 4 After the needle is inserted in the hole, relax your hold
on the cards, but continue to support them. Lift up and gently -
shake the needle. As you lift and shake the needle, cards which

_'have the factor number you sorted will slide down and out of

- the deck. You can gu1de these cards with your hand as they start '
to fall.- _ .

Step 5 Place the cards wh1ch fall from the deck mto a stack
. face up. These cards represent Worker Trait Groups related to the *
-factor part for which you sorted. Check the cards which remain

the deck

Step 6. Remove' the remaining cards frdm the needle and place '
them face down in a separate stack. Be sure to keep th]S stack
separate from those that fell out of the deck.

You should have two stacks of cards when you ﬁmsh sorting the deck. The “face up" stack
should contain the cards that dropped outf of the deck. The other stack “face down” should con-
tain the cards that stayed on the needle. The “face up” stack represents the Worker Tra1t

E Groups. rélated to the factor on which you sorted.

Read "the titles and brief ‘paragraph descrlptlons of all the cards in your ‘“‘face up” deck. To

. explore any or all. of these Worker Trait Groups in. more detail, use the Worker Trait Group
number in the .upper. lefthand corner. This number is keyed to the Career Information System
materials. Full descng)uons of the Worker Trait Groups are located in the Workér Trait Group
Guide. Other occupatmnal mformation is filed and indexed by the Worker Tralt Group number.

R Vo i K . ’ ' . o .
O A 4 . . E » .
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2. Sort the ‘keep stack” of cards agaln by msertmg the needle 1nto

", card stack.t If you are really interested in-a particular Worker Trai

SORTING INSTRUCTIONS -
WDRK ACTIVITIES '

The deck 1s designed to help you ident1fy Worker Trait Groups related to your preferred _
Work Activities. As a result, before using the deck, .you should have cor pleted the follow1ng

- actwmes to help you identify your preferences . ‘

e Viewing the ﬂlmStI‘lp “Work Activities” ,pWork Actwnties Checkhst, Part I or Indiwd— '
- 'ualized Activities for Career Exploration, Activity H)
- Reviewing the Work Activity descriptions (Career Information System Gulde) »
‘e Completing the Work Activities Checklist (Work Actlﬁtles Checklist Part 11 or Individ-
" unalized Activities for Career Explora.tlon, Act1v1ty H)

““There are three types of sorting methods you can use to 1dent1fy Worker Tralt Groups‘ )

related to your preferred Work Activities. A¢ you follow the instructions for the three meth- -

- ods, use the order of preference in Wthh you ranked the types of Work Act1v1t1es 1n the_" :

checklist. . -
A, The “Or" Sorting Method This method is used to 1dent1fy Worker Tra1t Groupé re,lated--

"to the type of Work Activity you rated as your first, or second, or third choice. This w1ll iden-

tlfy the ‘Worker Trait Groups related to at least one of your first three choices. -

B. The “And” Sorting Method. This method -is used to 1dent1fy Worker Tralt Groups ‘_ e

related to all three of your first three choices.

. C. The “Negative” Sorting Method. This method is used to ldentxfy Worker Tra1t Groups
that” are related to the Work Act1v1t1es you dislike.

S . " - D

The three sortlng methods can be used independently or in- sequence They may also be’
combmed

“Or” Sorting Method: Specific Instnktions | o - .' o _{-‘ .
1. Locate the Work" Activity number®*on which you want to sort.

© 2. Insert the needle through the numbered hole for your first choice. The cards whlch faII from :

the deck should be placed “face up.” This is your “keep stack.” . :

Insert the needle ‘through the numbered hole for your second chonce The cards whlch fall _
from the deck should be placed face up on top of your “keep stack” S

Repeat this procedure for your third choeice. The cards that remain on the needle after your-
third choice sort should be placed “face down.” This is your discard stack. ‘
Read the titles and brief descriptions of the cards in your “Keep stack:” You can dlscard_
-any that do not interest’ you For more detailed exploration of any groups, you may read,
the1r expanded descriptions in the Worker Trait Group Guxde *

If @u now . W1sh to follow the “And” Sortmg Method ]ust use the cards in. your “keep
- stack.”. : _

“And” Sortmg Method Speclﬁc Instructions ' ‘ ' :
1 Locate your first choice Work Activity number and 1nsert the need1e through__) the numbered -
hole. The cards which fall frém the deck should be placed “face up.” This is your “keep

stack.” The cards that stay on the needle should be placed “face down ” Th1s is your “dis-
card stack.” C .

e hole numbered‘for -
your second choice. Keep the cards that fall from the' deck. The cakds that. stay on the
needie were related to your first choice but not your second choice. You should review what -

- ‘Worker Trait Groups you are eliminating before placing them “fgce dpwn” on- your ‘‘dis- -

roup and you do not

want to discard it, you can Keep it in. your “keep stack.” Ju.st remember that it was not
related to your second ch01ce -

*Developed by Appalachla Educatlonal Laboratory, Inc and pubhshed by McKnight Publishmg
Company ,

S s " ' -
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. ""‘Negative‘" Sorting Method: Speciﬁc Instructions - o
~1. Locate the numbgr of the Work: Activity you: ‘dislike and insert the needle through the num- - ¢

. 3.."The cards in your "keep stack” now represent Worker Traxt Groups related to both your'
first and second choices: Review the Worker Trait Group titles.

4. Sort the “keep stack” using the. hole numbered for your third choice. The cards that fall‘
from the needle relate to your first and second and third choice.. ‘Use the procedures in
Steps 2-and 3 to. review the cards remaining on the needle (You may not ‘have had any
.cards remaining after the third sort.)

5. Now the “keep stack” represents those Worker Tra1t Groups that relafe to all three of your .

.choices Review the Worker Trait Group titles and wrxte down the Worker Trait Group -
: numbers of these cards for further exploratlon L , ﬁ———_ ;

.
¥

* bered' hole. The’ cards that fall from the deck are related to your. “d1shke" ch01ce and, ‘
should ‘be discarded.

e 2. The cards that -remain .on the needle may also be sorted for other “d1shke” choxces
3. You may wish to sort for your “dislike” choices on the “keep stack” from an ‘“Or” or.

"‘And" Sorting- Method

The sortmg methods may - also be used to combine two different factors such as FWork

- Activities. and Work. Situations. To. sort on two factors, use the “keep stack" from the first

factor to sort on the second factor
R ~ WORK SITUATIONS

The deck is des1gned to help you 1dent1fy Tralt Groups related to your preferred
Work. Situations. As a-result, before you. use the deck, you should have completed the follow-.

»

R 1_ng activities LK;:IP you identify your prefere

e Vlewmg filmstrip “Work Situatlons” (Work Situations Checklist Part,I-.nr_Individ-
T unhzed Activntles for Career Exploratlon, Activity I)
' @ Reviewing the Work Situation descriptions (Career Information System Guldo) : '
. ® Cpmpléting the Work Situations Checklist (Work Situations Checkllst, Part IT or Indlvnd-
uahzed Activities for Career Exploratlon, Act1v1ty I .

There are three types of 'sorting methods you can use to 1dent1fy Worker Trait Groups
related to your preferred Work Activities. As you follow the instructions for the three meth-

~ods, use the order of preference in which yod ranked the types of Work Act1vyt1es in the
.checklist. .

A The “Or” Sorting Method This method is used to iden Wy Worker Tralt Groups related

. tb the type of Work Activity you rated as your first, or second, or third choice. This will iden- - -
" tify the Worker Trait Groups related to at least o f your ﬁrst three choices. . '

‘B. The “And” - ‘Sorting Method. This method s used to 1dent1fy Worker Trait Groups

-relatefl to all three of your first three choices.

C.-The “Negative” Sorting Method This method is used to 1dent1fy Worker Tra1t Groups
that are related to the Work Actlvmes you -dislike.

. The three sortmg methods can be used mdependently or in- sequ%ﬁtyThey may also be
combined. . -

“Or”. Sorting Method Speciﬁc Instructlons

“1. Locate the Work Situation number on wh1ch‘ you want to sort. ‘
2. Insert the needle through the numbered hole for your first choice. The cards whxch fall from._

. the .deck should be_placed “face up.” This is your “keep stack.”
3. Insert the needle through the numbered hole for your second choice. The cards whlch fall
- from the deck should be placed ‘“face up” on top of your ‘keep stack.”

4: Repeat this procedure for your third choice. The cards that remain on the needle after your

third choice sort should ‘be placed “face down.” This is your discard stack.

A %. Read the titles and brief descnptlons of the cards in your “keep- stack.” You can discard

any that do not. interest you. For more detailed’ exploration of any groups you may read
' thelr expanded. descrlptlons in the Worker Tralt Group Guide. ‘

RN
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stack.” -

' “And” Sortmg Method Speclﬂc Instmctions

If you now. wish * to follow the “And” Sortlng Method Just use the cards 1n your “keep -

~

-_1. Locate your first choice Work' Situation number and insert the needle through the num-

bered holé, The. cards ‘which fall from the deck should be placed “face ‘'up.” This is your :

. “keep stack.” The cards that stay on: the needle should be placed “face down ” Th1$ is your o

“discard stack.”
. 2. Bort the “keep stack" of cards again by insert1ng the needle into- the’ hole numbered for

-€your second .choice. Keep the cards that fall ffom the deck. The .cards’ “that stay on the "~

© . Yneedle were related to your first choice but not your second choice. You should review what .

orker Trait Groups you.are eliminating before placing them ‘face down” on your “discard .

ack.” If you are really interested in a particular Worker Trait Group and you do not want ’
to discard it, you can keep it m your “Keep stack ” Just remember that it was not related to

‘your second choice.

.-'3. The cards in. your’ “keep 'stack” now represent Worker Trait Groups related to both your |

first and -second choices. Review the Worker Trait Group titles.

. _4. Sort' the “keep stack’ using the hole numbered for- your third ‘choice. The cards that fall’

. from the needle relate to your first and seqond and third choice. Use the procedures in Steps

E 2 and 3 to review the cards rema1n1ng on the needle (You may not have had any cards
remaining after the third sort.) -

5. Now the “keep stack’ represents.those Worker Trait Groups that relate to all three of your

. choices, Review the Worker Trait Group titles and wr1te down the Worker Tra1t Group .

nurnbers of these cards . for further exploratlon S L -\-

A "“Negatlve" Sorting Method: Specific Instructions o ‘
: The Work Situations relate to adapt1ve skills. On the checkhst you 1d
ations you would like to avoid or to which, you felt it would be difficult to /adapt. El‘l
Wo

tive” Sorting. Method can help you 1dent1fy Worker Trait Groups related tp.these (Wor
tions.

>

":L. Locate the number of the Work Situation. you dlshke and insert the yeedle through the‘
' numbered hole. The card that fall from the deck are related to yo _“diglike” choicg and -

should be discarded. *

2. The cards( that remain on the needle may also be sorted for other disliké 3

3. Yo m‘ay wish to sort for your “dislike” choices on the ‘keep stack’ _from -«3

' 'sﬁ on the cards remaining after an “Or” or “And” Sorting Method. \ )

. e sorting methods may also be used to combine two different factors—syet
Activities and Work Situations. To sort on two factors, use the “keep stack’Trom he first
factor to sort on the second factor. '
L] . »
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PR ~ PREPARATION

tifled Work Situ- |
“Nega-
Situ- -

“The Preparation Section of the deck is de51gned to help you identify Worker / ra1t Groups :

related to your interests and' preferences regarding education, training, -and jol entry. Read
‘a.ll of the followmg questions. Then, select the questions which best relate to you mterests
and . follow the sorting procedures below these questions.

1. Wha.t Worker . Trait Groups include occupations for whlch a lugh school level vocational‘

program would be adequate preparation?
Sort the deck. using the “V” hole. The cards that drop will represént the Worker Tra1t
Groups for which a vocational program would be a preparation route.
~ a. What kinds of jobs could I get |mmedlately after completing a vocational course?

X

Sort. the cards that have fallen using the: “E" hole. The cards that drop will 1dent1fy :

Worker Trait Groups which mclude entry occupat1ons for people who have completed :

. vocatlonal programs ‘ i . ‘ ‘ - ) T
Q . ' L .
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b I complete a vocationel program wha.t long-range occupetional goals might I hope -
. to meet? . .
o Sort all of the cards which fell o the A sort usmg the “A" hole. The cards that
-drop will identify Worker Trait Groups. which include occupations to which you might
‘advance as an experienced worker with vocational trammg,, :

. What ‘Worker ‘Trait” Groups'.include o¢cupations for which a, one- or two-year post high :

school technical program would be adequnte preparation? . ‘
.Sort the deck .using the **T" hole. The cards ‘that drop ‘will represent Worker_ Trait

Groups: for whigh a post high school technical program is requxred ‘or is adequate.

a. What kinds- of jobs could I get immediately after completing a technical program? \
Sort the cards that have fallen using the ‘*E"” hole. The cards that drop will identity

(,«.' Worker Trait - Groups which 1nclude entry jobs for people who have completed tecH- -

mcal ‘programs.,

b{ If I complete a technlcal program, what. long-mnge occupational goals might I hope to

et?

N gall of the cards ‘which fell on the. “T” sort using the “A'” hole The cards that. -
drop will identlfy Worker Trait Groups which include occupations to which you might
advance as an- experienced work with technical training. -

at Worker Trait Groups include occupatlons for which a fottr-year college degree would Lo

be’ required or adequate preparation? .. . - 4
Sort the deck using the “C” hole. The cards that drop will represent Worker Tra1t

: " Groups for which a four-year college degree i§ required or adequate.-

‘a.- What kinds of jobs could I get immediately after receiving a baccalaureate degree?

~ Sort the cards that havefallen using the “E” hole. The cards that drop will identify
"Worker Trait Groups which include entry JObS for ~people who have completed four-
. 'year college degree programs.

b. 'If I earn a fomhyear college degree; Whe.t long-range occupatlona,l goals might I hope

. to meet?"
Sort -all of the cards whzch fell on the “C" sort using ‘the “A” hole. The cards that-'

“drop will identify Worker Trait Groups which include occupations to Wthh you mlght o

advance as an experienced worker with technical training.

. What Worker Trait Groups include occupations for which an /advanced college degree

‘(master or doctoral degree) would be required or preferred?
Sort the deck using the “G” hole. The cards that dro ill represent-Worker Trait

Groups for which a graduate collége program is required pr prefetred.

What Worker Trait: Groups include: occupations: for which-X might qualify after I leave.

school if I take no vocational or post high school programsg
" Sort the deck using the “N” hole. Keep the cards that drop and sort them again us1ng'

~ the “E” hole. The cards that drop on this second sort-will’ igentify Worker. Trait -Groups

which include entry .jobs for people with no formal prepgFation and .training. However,
most employers prefer workers who have completed at least a high school education. :
If ¥ go to work without completing a formal education or traimng program, what long-range
ocoupational goals might I hope to meet?

.Sort the complete deck: using the “N” hole. Keep the dards that drop and sort them

- again using the “A” hole. The cards that drop.on this second sort will identify Worker Trait

Groups which include occupations to which you might advance as an experienced worker
with no formal preparation and training.
What Worker Trait Groups include _occupations that I mlght explore as potential for"
part-time and summer employment?

‘Sort .the deck using the “N” hole. Keep the cards that drop and sort them again us1ng
the “E” hole. The cards that drop on this second sort will identify ‘Worker Trait Groups
which include entry jobs requiring no formal education or training. Many of these cccupa-

. tions provide temporary eémployment .for people working on post, high school programs.

- However, you should also explore lower level jobs related to the “occupations for which you

[



-. described in Appendix H of the Worker Trait. Group Guide. You should review this informa- o

B ]
. .
N

_ are preparing. Related work experience is often helpful in gaini‘{ag;..erﬁblojmenf after y'oﬁ'.lj

complete your preparation.. ‘ , L T o .
8. How can I combine my educational plans and my interests and other characteristics? -
When you ¢omplete any of the preceding sorts, you can use other factors .on the Key-

sort cards such as Work Activities or Work Situations to do a second sort on the cards that .

dropped. The cards that drop on this second sort will identify Worker Trait Groups that
relate to yoyr educational plans as well as your preferencés for work activities, or other
.. factors, R . _ o . )

The various education "--and‘t'r’ainirig _brograms -related to the ‘P'repara'tio‘n Factor are

tion and understand the type' of program related.to each-of the.code leftter's_. :

-~ PHYSICAL DEMANDS

Physical Demands are the physical requirements of an occupation and the phySicél capaé-
. ities a worker must have to perform the major tasks. You can use the Keysort cards to iden-
_ tify Worker Trait Groups with occupations that have specific' physical demands. This may be

important to you if you are interested in special types of physical activities or if -you are
unable- to. perform certain types. This may be particularly important for individuals' with
sight, hearing, or other types of physical limitatijpns. ~  ~ ' ' ' )

: . First, read the Physical Demands descriptions in Appendix .D of the Worker Trait Groilp
. Guide. Then select the Physical Demands for which you want to sort Worker Trait Groups.

Identify the code numbers or letters of the Physical Demands. You will use these codes as you
follow the sorting procedures. - S ' o _ : :
Sorting Procedures ~ .

1.. To find Worker Trait Groups rela

- insert the Keysort needle in the hole coded for the one most important to you. The cards

_that fall from the deck represent Worker Trait Groups you may want to explore further.
~ If you are sorting on more than one Physical Demand, repeat this -process with the entire .

deck. You may want to examine some of these Worker Trait Groups further. .

‘2. To -find Worker Trait Groups related to Physical Demands you may wish to avoid, sort the -
deck using the codes for those Physical Demands. The cards that fall from the deck repre- + " .-
’ sent Worker Trait Groups you should :examine -carefully. Remember, all of the occupations .

- : that” belong to a Worker Trait. Group may not.require each. Physical Demand. As you

" explore at the occupational level, you'should look for this requirement.

3. You may combine sorting on Physical Demands with other factors. This prbcedure can help. |
you sort.out Worker Trait Groups rela_ted to Physical Demands you wish to avoid as you -

sort on other factors. A
- GENERAL EDUCATIONAL DEVELOPMENT (GED) . -~ =, .

; Ge.nerél.Educati‘onal. Development (GED) is the combination of tkn'QWIed-ge'a_n'd.reasohin’g

" ability related to successful job performance. -There are six-GED levels ranging from one

_ concrete. (low) to -abstract (high) with different combinations in between. You may not ‘now .

(low) to six (high). Each Worker Trait Group has been assigned one or more GED. levels.

ted to Physical Demands you might like to perform,’

Each of the GED levels may be considered in terms of interest and: ability. Read the Gﬁﬁr_ '

statements found in Appendix G of the Worker Trait Group Guide. Note how they range .from

have the knowledge and reasoning skills represénted by some of the GED statements. How-

~ever, you can pla on obtaining them as you gain experience.  You may learn these -skills

through experience outside of school as wellas in school.or formal training programs.

: You may use the following sorting methods to identify Worker Trait Groups.related to
GED levels. S ' I R -
Method A. This miethod.is designed to help you get an understanding ‘of the Worker Trait

" Groups related to each of the GED levels. T6 do this start with the highest level. Insert the needle

* .
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L _through GED hole number 6 The cards ‘that tall from ‘the deck represe,pt the Worker Tra.lt o
- ~Groups needing this level of ‘GED. Read the Worker- Trait Graup titles.. Then place these cards

“face down.” Sort the remaining cards for level number 5 foll wing the same procedure "Con-.
“tinue this- proeess for each level. '

o - Method B. This: method is used to 1dentify those Worker Trai Groups related to the highestj

L from thé deck represent’ Worker Tralt roups

-~ your GED lgvel of aspiration. The. re

- - GED: level you asplre to have. To do this, use the GED ‘number representmg your highest
. level of aspiration. Insert the needle through yc:;)}r selec¢ted. GED number. The cards that fall

' these Worker Trait Group. titles Se aside those cards representing your level of aspiration. Sort -
- the deck using GED level numbe
- 'The cards that fall from the deck £

those numbers will represeht Worker Trdit Groups above

' sent those below your GED level of aspliration. : :
.~ 'When sorting the Keysort. Deck on other factors, such" as Work. Act1v1t1es or Work Situ-
ations, you may also wish to do a combined sort with the GED number. representmg your level o
- of aspiration. If you do this, you should use Method B. A C
© ' .The GED level descriptions in Appendix G of the . Worker Trait Group Gulde e state-'
.’- ments that. represent all Worker Trait Groups in general. You can read full descrlptlons of the

B .Worker ‘Trait Groups in the Worker Trait Group Guide. A specxﬁc GED description is located "
in the profile section of -each Worker Trait Group Thls; descr1pt10n outhnes‘ the spec1ﬂc knowl-

- .edge and reasonmg ab1hty related to that Group.’ . S .
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hxgher than the : :number "of, your GED level of aspiration. -

ng ‘cards that did not fall from the needle Mpre-_



